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PREFACE 

Thii handbook has been prepared to assist coordinators and administrators 
in establishing and operating successful Diversified Cooperative Training 
programs in Florida's high schools. Many young people need and profit 
from properly supervised employment. Learning how to work on the job 
seems to be as necessary today as the learning achieved in the classroom. 
Aae anilities to get along with peoplsf to take uireciloni to assume responsi* 
biiity as well as the recognition of the importance of neat appearanccf need 
to be developed. In addition legible handwriting, accuracy in the use of 
numbers, and personal pride in the quality and quantity of the work accom- 
plished, are probably best developed under carefully supervised work- 
experience programs. 

The cooperative job makes school work more significant. Many students 
remain in school, encouraged by the importance of obtaining knowledge diat 
will aid them in their job. The competency gained in an occupation aids 
them tremendously in their adjustment to the world of work and adulthood. 

Thanks are extended for the various sources of material that aided in com- 
piling die information contained within this handbook. Special thanks go to 
the New York State Department of Education, California State Department 
of Eaucation, and the Florida State Department of Education for material 
lending to the ideas esqpressed within these pages. 

Additional thanks are extended to the committee of DCT coordinators selected 
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to review and offer auggestions for the completion of thi. handbook. Their 
valuable contributions were sincerely appreciated. 



Those participating were: 



William F. Bloie, Jr. 
Landon High School 
Jacksonville 

Marguerite Ramsey 

Cham bn 1*1 9 1 n u« 

— 

Tampa 

Fred E, Sibert 
Evans High School 
Orlando 

Norman Lemstrom 
Lake Worth High School 
Lake Worth 

Ralph Williams 
Northeast High School 
St. Petersburg 

Talmadge L« Rushing 
Venice High School 
Ve nice 

Hilda R, Coursey 
Walton High School 
DeFuniak Springs 



Additional thanks also go to Bill Blois for editing this manuscript and putting 
it into readable form. 



It is sincerely hoped that this handbook will aid the coordinator and ad- 



ministrator in their job of preparing boys and girls for the world of work 



through training in the DCT program. 



Ill 
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INTRODUCTION 



Stvident and conrnunlty needs have necessitated the establishment of the three 
types of cooperative vocational education programs presently operating within 
the framework of the Distributive, Cooperative, and Business Education Section, 

1 

Division of Vocational, Technical, and Mult Education, of the Florida State I 

Department of Education* These are Diversified Cooperative Training, I 

Distributive Education, and Cooperative Business Education* 

This handbook Is written to aid the school adialnistrator and coordinator in 
establishing and operating a Diversified Cooperative Training program. In- 
formation concerning the other two types of cooper Ive programs may be found 
in State Department of Education Bulletins 73® "3 > "A Guides Cooperative Business 
Education in Florida High Schools" and "Handbook for Cooperative Distributive 
Education." 

The Diversified Cooperative Training program (DCT) may be described as a flexible 
plan for training high school Juniors and seniors, sixteen yeairs of age or 
older, in occ\jpationB of their choice* The student may be enrolled for one year 
or two years* DCT is an integral part of the high school cxirrlculum, utilizing 
the business cuid industrial establishments of the comm^j^ity as training agencies* 

The program is based on the philosophy that all boys and girls should, have 
the opportunity to discover cutid develop to the fullest their interests, latent 
aptitudes, and abilities, thereby enabling them to become more valuable citizens I 
with a satisfying feeling of confidence awd vocational competency* 

The origin of DCT was rooted in a specific need — that of providing some 
effective form of JOb training for certain high school students* Some form of 



o 

ERIC 



mmsm 






3 



vocational training vae needed in the regular high school program since the 
majority of young people did not receive further formal education after gradua> 
tion. 

The DCT programs are unusual because the school utilizes the training resources 
of the community at no cost to the school system* At the seme tlme> employers 
utilize the school's roClxlMiSS for training employees at no extra cost to 
themselves* This is a practical approach to broadening the training opportunit 
for youth since the school plant as such cannot provide equipment for real ex- 
perlencis in all the vocations* Thus^ the community is directly concerned with 
the training of its employable youth* 

The "DCT Coordinator" is the teacher in the local high school who is responslb] 
to the principal for the satisfactory coordination and operation of the entire 
program in that high school* His coordinating activities include related in' 
structloni placement of students^ supervision of training^ and the promotion 
of cooper). '.ion by the schooli the parents | the community^ and the employers 
for the benefit of the boys &nd girls in the DCT program* 

A DCT student's school day is usually divided into four hours of study in the 
morning in the high school and at least three hours of training dxirlng the 
afternoon in a socially acceptable vocation* 

During the morningi the DCT student devotes two class periods to related study 
classes and two periods to other siabjects* One of the related study class 
periods is devoted to General Related Study which is designed to aid in the 
student's personal and social development* The other period is devoted to 
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Seated stuay designed to provide tHe etiiOeiit mth 
neteriele^ techniques, sad procedures of hip vocstlon* 



e Imoirledlge of the 



»» DOI vcotsnm onerate* within thn FtorI4n Sti«e Finn for the Bstenaloo an& 
a«I«ro»»wit cf Toeetlonal Hueatton, Bulletin 70*4!. A State Ptan for yocetlooel 
Edueetion la an agree«ent between the lepresentatlvea of two oooveretlng . e«~»«-r 
«“8««ed la the pranotion an* conduct of voeatloaal education, nvely, the 
Pederal Oovemnent and the State, represented rtspeotlveljr by the 0. 8. Office 
of Edueatiott an* the State Board for Vocational Education. The Plan abom the 
coaelete scbeae for admnlstratloa of the Act In the State, eoeerlng such stajecta 
as acceptance of the Act, with details as to the State Board plans for adtanistra- 
tion of the Act and for supervlaion of schools estabUshed under It; and descrip- 
tion In fuU of each hind of vocational education uhieb the State is 
or expects to conduct* 



Information valuable to the coordinator may be obtained from the *^opo8ed 
Accreditation Standards for Florida Schools 1962 - 1963 ,** pii>ll8hed by the State 
Department of Education, concerning the establishment and (^ration of cooperative 
programs. Section 59*^«04, Cooperative Education, page 2lB, refers to the en- 
actment and statement of goals of cooperative education. Section ^95*i|li2, 
Cooperative Education Materials, page 269, refers to buiget provisions, study 
materials and occupational library. Section 596.003, Cocperative Education 
Facilities, page 201, refers to furniture, conference areas, and storage. 

The following are statements idilch have direct bearing on the operation of DCT 
programs* DCT classes may be organized for young workers in a variety of 
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cccupstlcQS utt roHoving basiss 

X* Tho B lnl w a^ Tot axibrance ba X6 yaara* 

2. To ba allglbla for anroXXoant, students mist have conpXatad 
sufficient units of regular sifejects, wMng it possible to 
eoaplata all required work for graduation in two years. 

3^ alnlma i period of enroUbnent in the OCT program be 
for one full school year. 

4. Senior students s h all not be placed In positions offering less 
than W hours of training (540 work hours, 36O related study 
hours) In order for the person to be employable In the occiqpatlon 
at the level for which the student -learner Is striving. Juniors 
should be placed In positions having a planned program extending 
over IdOO hours. 

5. Student -learners must spend two class periods per day In related 

Instructlcm (unless released by Area Stqiervlsor). In- 

struction Is under the direct supervision of the DCT Coordinator 
ana Is known as General Related Study and Specific Related Study. 

6. Student-learners spend the afternoons on their training j<As. 

During the course of the school year erveh student-learner 
spend a m i n imum of 54o hours on the job. This will avera^ 

15 hours per week. Sunmer vacation time and school holidays should 
not be counted when reporting time spent on the training Job. 

7* Student -learners must be regularly enqployed for a monetary wage 
at a rate cosparable to wages paid to other enployees for similar 
work. The texns arranged at the time of placement should be 
stated In an agreement which should cover the rate of pay and 
type of work In which the student-learner will receive exper:*3nee. 
Employers must confom to all requirements of the State Child 
labor law. State Apprenticeship regulations , and the Federal Wage 
and Hour Law. 

8. Satisfactory evidence must be furnished to show that the student 
Is dependable, honest, willing to work, and Interested In this 
type of trai nin g because of the opportunities it offers to learn 
and advance In a chosen occupation. 

9* student must be physically fit and mentally able to advance 
In the occupation selected. 

10. Parent or guardian must Indicate his Interest and support. 

11. Suitable rooms located either In a hlfib school or vocational 
building may be used If properly equipped. Bie equlpomnt mist 
Include not only proper chairs and tables, blackboards,, type- 
writers, sipplercntary teaching materials such as technical 
and related library books and magazines, but files, materials 
for keeping records of students, and orderly preserving of 
related study materials for use of students* A telephone for 
nag In iM< ntalning contact with employers Is a real necessit y. 

12. Adequate provision must be made yearly In the school budget 
to purchase additional study materials, books, magazines, and 
the maintenance of such materials i»d housing facilities. Bie 
allowance shall be a minimum of $10.00 per student for the 
first fiscal year and $5.00 per student each year thereafter. 
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14 . 



15. 



16 < 



17. 



18 . 



All Incltided In related studly elMtet shall be xelated 

^ ^ stuieiite. The knovledge, 
rttltudes, and akUla nreded for Toeatiodal and cIyIc In- 

teui^nee In the oeciq^tlone In ehleh the atndenta are e^loyed 
■uat detenlne both the content of the Indlridual avbjecta and 
also the sequence of subjects* 

ProTlslOT must be made for eBoplognnsnt in a sequence of positions 
during the cooperative tralnl^ period and also for the direct 

Instruction related to the needs of workers In each of three 
positions. 

In order for the purposes of these classes to be mat fully, 
proper correlation between the school^ hone and shop^ store 
or office In which the student-learner Is enployed^ Is necessary; 

cities iaa^.«ta lnln g this type of training shall provide 
service by employing a teacher-coordinator. 

DCT coordinator's schedule shall provide for the necessary 
tine during the school day and during the working hours of the 
student-learner for the coordinator to nmkn the necebsary visits 
to ^ place of employment for the purpose of correlating the 
mk In tte and that of the Jeto. She re^tlona of «>e 

State Board of Education of the State of Florida states that 
^ c wrdlnator will teach one-half of the day and the remidnder 
be used for coordinating. (State Board Begulatlon 656.2) 
wT coordinators shall be employed for not less than 11 
per year and nay be enployed on a 12-month basis with a planned 
profipm of placement and follcw-ip of graduate students, re- 
crutamt of stiidents and suitable training agencies for the 
fO Uowlng year^ and other phases of coordination. 
wT coordinators must. 



b. 

c. 

d. 

e. 

f. 

8* 

h. 

1 . 

J. 

k. 

l. 



Assist students to secure enqployment desired 
^slst employers to select students for eoployment 
Prepare or obtain analyses of the vcurlous occimatlons 
in which students cure employed 

^ach the related study courses for students 
with lanplcqga&nt problems 
Arrange for definite training along specific 
Mciq>atlonal lines for each student enrolled 
Visit students while at work to check cn their 
progress and on the tra alng given 
Hold individual conferences with students for the 

pio^se of helping make adjustments to employment con- 
oitlons 

Consult parents about progress and prbblenm of students 

Arrange school schedules to meet the needs of Individual 
students 

Keep iQ>-to-dace records about students and their prosresa 
in school and cs: the Job 

Hainan placement and follow-iq> records of changes and 
earnings for at least 3 years after graduation. 
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A DOT cOQfdisstcs* sssst sstt sXl certlTicaiion requixenBatii 
Including the neeecsary nunber of yeerc of vork-eiqperlence^ 

^ eccordence with State Dapartoent of Education regulatlona* 
(Florida Teacher Certification Requirements^ Chapter 16*) 



HISTOS^Y op diversified CCCSxSniwrvE TKA j ifii ffo 

Florida has made a valuabla contribution to the education system of the Nation 
In its plan and development of Cooperative Vocational Education. The year I933 
la recognized as the official beginning of Diversified Cooperative Training in 
Florida according to Mrs. Anne H. Franz^ then coordinator at Robert E. Lee Hi^ 
School^ Jacksonville^ Florida. Mrs. Franz served as coordinator in that school 
from 1933 “ 37 > at vfaich tiijie she assuned the position of County Coordinator of 
Duval County. Historical record of the events leading to the formation of the 
Diversified Cooperative Training program in Florida are quite hazy, however, in 
July, 1933 a conference was held at Biloxi or Gulfport, Mississippi (records are 
contradictory), to discuss vocational education in the southern states. The 
meeting was arranged by Dr. C. E. Rakestraw of the United States Office of 
Education. The principal topic of discussion was the possibility of axes trade 
schools, since the South was not hij^ly industrialized and trade schools on a 
local basis were financially out of the question. It was decided to launch this 
movement by bulld.lng an area trade school on the Gulf Coast of Mississippi, which 
would serve the areas of Biloxi, Gulfport, and Pass Christian, as the first 

experiment. The plan failed for the lack of money as funds could not be secured 
in this period of economic depression. 

The actual origin of the Idea of Diversified Cooperative Training Is contradictory. 
Some say the idea originated from the Rakestraw meeting in Mississippi, and others 
say the idea originated on the return trip from Mississippi to Jacksonville, Florida 
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Regardless of the actual place of conception of the idea of DCT> Florida 
Instituted the program in Jacksonville and the Idea has spread to almost 
every state In the Uhlon. It new has many different titles such as: DO (Diver- 
sified Occupations); DOT (Diversified Cooperative Training); DB (Distributive 
Education); CVB (Cooperative Vocational Education); and CBB (Cooperative Business 
Education). Regardless of the title, it still is a basic cooperative plan be- 
tween the school and coannunj^ty to train hied^ school hove and girls on the Job. 

The first official DCT program was formed in Jacksonville with Mr. C. E. Ccostock 
as its first coordinator. Mr. Cemstock was State Supervisor of Trade and In- 
^»d''- 3 atlon in Alabama at that time. Mr. Comstock with the aid of three 
hi^ school principals, (Lee, landon, and Jackson), selected a group of students 
to participate . The first enrollment was made up of 26 boys and girls who were 
placed in employnent by Mr. Comstock. Mr. Comstock bad an office downtown in 
Jacksonville on Ocean Street, and each Saturday the students reported to secure 
related study assignments and to turn in completed ones. Only through training 
agency visits and the Saturday conferences did the coordinator have contacts with 
the stxidents. Later developments and increased student enrollment brought about 
increased contact beUeen the coordinator and his students. The principal of 
Robert E. Lee High School in Jacksonville assumed the responsibility of securing 
approval from the Southern Association of Secondary Schools for regular hifi^ 
school credit toward jpaduatlon for the four hours work training on the Job. 

This was not an easy matter and was a hard fought battle. 
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By 1936, much attention vas directed toward Florida and her developing DOT 
program, nils brought about a study of the program by the U. 8 . Department of 
labor and as a result pay or a wage vas demanded. Up until this time the students 
received no pay as their training on the Job vas merely an extension of the school 
program. Ibis me 5 .;io re-selllng the program to the employers^ and many good 
agencies were lost since the cost of supervision and training of the student did 
not varrant vages In the eyes of the employer. Those agencies who continued with 

the program paid less than tventy-flve cents per hour beginning vages but this vas 
during the depression years. 

In 1938, the Ifalverslty of Florida established a Trade and Industrial Education 
summer school at Seabreeze High School, Daytona Beach, Florida. The school vas 
supported by teacher training funds from all the southeastern states as far 
North as Virginia and Maryland. Many fine coordinators were trained In this 
school while It vas In existence. Mr. Hakestrav from the U. S. Office of Edu- 
cation assisted In establishing this school and It continued In existence 
through 19UU. 

In 1938, Walter E. Keyes vas brought Into the State as Tbacher Trainer and 
did a great deal toward upgrading the Florida DOT programs and establishing 
new ones. He Is credited as being the first State Coordinator. Following 
Mr. Keyes leaving the program Mrs. Franz vas loaned to the State Department 
from Duval County to visit each program and rate the coordinator and the pro- 
gram throughout the State. 
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In the school year 1939-Uo, studsnt clubs and a State Federation eere organized 
and the first state convention was held at Silver Springs In Ocala, Florid®* 

In 19 U 1 , Student Exemption Certificates were instituted by the U. S. Office of 
Education and. the Depai*tment of Labor allxjwing students to make s\d>Halnlmum 
wages of sevie nty-f ive ]?er cent of regular wages. 

In 19 U 3 , the first Florida DCT Journal was published and it has been continu- 
ously publislied each year since. 

During the early forties, state conventions were the sites of many contests 
that resulted in the swarding cf prizes of cash and. war bonds* The annual 
report for the year 15)44-^5 announced the awarding of prizes of ten dollars 
each for members of tlie winning parliamentary procedure team; twenty-flve 
dollars for winner of spelling contest; fifty-dollar war bond for winner of 
extemporaneous speaking; twenty-five dollar war bond for public speaking; 
and twenty-five dollars for essay winner. Individual student achievement 
Winners for the year were awarded a four-year college scholarship of $1,000 
for first place, dowr. through thirteenth place with each place receiving a 
nice prize. The coordinators also received awards for individual achlevemsnt, 
varying frcm first place of a fifty dollar war bond through fourth place of a 
twenty-flv«! dollar war bond. Donations amounted to approximately $5,000 in 
scholarshliM, war bonds, and cash for the state convention that year. 



Folle^ring Mr, Ksyea aa first State Coordinator^ other State Coordinators have 
been: Mrs. Maude Woods ; Miss AXyce Bush^ and Dr. Andrew C. Preston* 

Mr. C. W« Echols became the first State Supervisor of Distributive and Co-* 
operative Education when Distributive and Cooperative Education became a 
separate section of the Division of Vocational and Adult Education in 1935 • 

The present State Supervisor of Distributive^ Coopexetlve^ and Business 
Education la Mr. Rex Tootfaman w,. ^ assumed the responsibility of directing 
the section on April 1^ i960. 

Records indicate a growth from the three initial programs In 1933 to 31 pro** 
grams in I9U3, to 72 programs in 1953* A 1963 total of 106 Cooperative Edu- 
cation programs includes 31 programs, k combination DB-DCT programs, 23 CBS 
programs and 1 hospitality education program indicating tremendous growth 
during the past decade. 

Today, we can no longer look at Cooperative Vocational Education as being new. 
Its development over the past thirty years in Florida has been nothing short of 
fantastic* It has developed and passed on to the other states a type of edu- 
cational offering that fills a need which other types of curriculum offerings 
can not fulfill. The strength of the program has been built on the efforts and 
achievements of those in the DCT program in the past. The future of DCT depends 
upon each coordinator and student who takes part in the program putting forth 
untiring effort to make the most of the opportunity offered. 
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FACTORS TO BE CONSIEERBD IN ESTABLISHING A DIVERSIFIED COOFBRATIVE TRAINING 

PROGRAM 






Many factors must be considered by a school before undertcdclng the establishment 

of a Diversified Cooperative Training program* Of primary laqportance Is the 

consideration of the existing philosophy of the school to detezmlne whether or 

not a DCT progrelm would fit within the frcimevork of this phllosojAiy* Consideration 

of occupational training currently avallaikde In the school curriculum should be 

made In order to determine how these offerings are meeting the needs of the youth* 

Attitudes towcurd. such a program on the pai*t of students, administrative personnel, 

and faculty should be determined* Analyzing the drop-out situation In the school 

will aid In determining the value of a DCT' program* Many of the drop-outs may 

be students \dio were not satisfied with what was offered In school and would 

take advantage of a DCT program* 1 

f 

An analysis of these considerations will eld In determining whether or not a 
program of this type Is needed In a community* After the need Is Identified, 

Information should be gathered concerning the attitudes of the employers of the 
community toward the establishment of sucb. a program* In addition. Information 
should be obtained concerning the extent cf employment possibilities of students 
jfnterlng the program* 

Before the final decision Is made to estabiUsh a DCT program the school must 
also consider the finances needed for the operation -of a successful program* 

Need For and Interest In DCT Programs 

Hie' needs of the students to be served arc; among the first factors to be considered 
by those contemplating the establishment of a DCT program* llie Interest In and 
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attitudes toward work experience ediusaticn on the part of potential DCT students 
must be considered. Also of importance is the attitude of the community and the 
attitudes held by the potential employers. In addltloni the attitudes of school 
personnel are a prime consideration. 

Methods o f Determining Student Interest and Needs 

By gathering data on the number of students already working part-time and the 
nature of these Jobs^ much valuable information may be obtained concerning the 
needs and Interests of potential DCT students. These students could also be 
questioned as to their interest in a program such as DCT and how such a program 
mlcdit benefit them^ 

Specific answers to the following questions are needed: 

1. What occupational goals do the students have? 

2. Are students satisfied with what the school curriculum has to offer 
them? 

3* Bo students foresee problems that may cause them to drop out of 
school before graduation? If so, what kind of problems do they 
have? 

4. How many students already work part-time? 

5» Which students have problems adjusting to the school curriculum 
and routine? 

6. Which students are not working up to their indicated potential? 

There are many ways to obtain this information. The survey technique may be used 
and information from counselors and guidance personnol may be obtained. Homeroom 
and subject matter teachers may point out individual students who could profit 
by this type of program. Assembly programs followed by the handing out of 
questionnaires requesting student interests and needs may be used as a contact 
procedure. (See foim, appendix)* Of coiirse the same pi'ocedure can be used at 
the homeroom or subject matter level. 
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Methode of Determining ComrBunlty Attitudes, Facilities, and Weeds 
Inf oxnatlon concerning comminlty attltudee imist ^ obtained ar^ ^nfonontlom 
concerning the availability of en^loynent must also ^ cbt^ine^ * Conn^ 
attitude may be determined by indications of interest of ths PaiTl^nt Teaohevii 
Association^ civic clitbSi and businessmen t The questionnaifs OQuld ba V^ed 
foUoving a talk or presentation concerning Diversified Cooperatiye Training • 

Conmunit> facilities for DOT eosplpyrnent possibilities may be deterndhed 
use of questionnaires (see formi appendix) mailed to businessmen \^eiieyed tp 
be possible participants in the program* Individual interviews may a^p be 
made and the interview can be used as a follow-\ip to tb« nailed queetionr 
naire response* The coniblnatlon of the questionnaire and the interview nidht b 
used to best advantage* 

Following are some questions concerning community attitudes | facilities > and 
needs that must be answered: 

1* Is there an adequate number of potential training agencies in the 
community? 

2* How many students could be employed immediately and for how many 
would there be a continuing and increasing possibility? 

3* Are employers interested in haying the school establish a DOT 
program? 

4* Would employers cooperate if such a program were established? 

3* In addition to training possibilities in established businesses ^ 
what other training possibilities exist in ths community? 

Attitudes of the School Personnel 

School administrators considering the establishment of a DOT program shPuM 
discuss the proposed program with all administrative and instructional personne 
in an effort to discover their attitudes* This may be done on an individual 
basis or in groups* At this time, a thorough explanation of the proposed Pfogr 
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should be given to avoid possible mi j ^ 



It Is most Important that the school faculty and personnel should suqpport suc4 
a program for It to achieve success* Understanding will lead to Strength 
and to the possibility of the program's serving the stiidents who need 
type of offerings. 

Financial Aspects of DOT Progr*”** 

As a school plans the establishment of a OCT program, it should consider all of 
the financial aspects of the operation. The school phnyi^ recognise that there 
are costs involved in the operation that are somewhat diffejrent from the costs 
ef operating the regular classroom offerings » 

The major expense Item In the operation of iXTT programs Is the salary of the 
teacher-coordinator. Included In this salary Item Is the time spent with the 
student cmd his employer on the job, as well as the time spent in instruction 
In school. 

Ihe other Items of expense Involved In the operation of DCT programs the 

cost of related study materials, office siQiplies, mileage for coordinating 
visits. Mileage allowances will vary but will naturally be greater in commmities 
In which training agencies are scattered over a greater geographical, eurea. The 
number of coordinating visits may vary from program to program also; but In any 
case budget Items for the expenses are not large. 

These Items of expense Involved In the operation of OCT programs au^e defrayed by 
the Minimum Foundation special vocational unit grcuited by the State Department of 
Education. A more extensive discussion of the special \'ocatieasl unit will be 
found In another section of this handbook. 
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81EFS TO BE TAKEN IN ESTABUSHUn A FROCBRAM 



There le need for considerable advance planning in order for the operation of a 
DOT program to be successful* After a school determines that a program is needed 
and desired, there are a nunber of steps to be taken* Application must be made to 
the State Department of Education for a Minimum Foundation vocational unit to 
operate the program and a teacher-ccxnrdlnator must be secured* Decisions must be 
made regarding related class planning, school credit, classroom and office facilities, 
scheduling and programnlng, and methods of selecting students* An advisory comiiittee, 
consisting of faculty menbers and lay citizens should be orgemlzed to plan and 
Implement much of the necessary procedure for program formation and operation* 

Securing a Vocational Ifalt for Operation 

A nenber of the* State Department of Education staff iqpon Invitation will visit the 
local school and complete a survey (see form, appendix) compiling Infomatlon 
concerning the school and conmunlty* With the signatures of the principal and the 
director of vocational education for the co>nrty and/or the county superintendent, 
certain basic matters are agreed upon* This verification Indicates to the State 
D e p ar tment of Education a sound basis for program formation* 

Following evidence of positive loceJ. Interest by students, school officials, and 
business persons In the conmunlty, the county school board, throuc^ Its super- 
intendent, should apply to the State Department of Education for a vocational 
unit* The county superintendent will supply Information pertinent In justifying 
the expenditure of state funds necessary to inq^dcment this type of training* The 
State Si^rvlsor of Distributive, Cooperative, and Business Education, State 
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Department of Bdueation, will verify evldenoe eubaitted in aupport of the regueet* 



In the event of epsrovel, allocation of State Ninimn Foundation funde for *6 
of a vocational initmetional unit viU be granted* In addition to the ADd 
earned by the DOT elaae andberahip, the *6 of a vocational unit aide the county 
financially in the payaent of coordinator'e ealary, local and out-of -county 
travel, and inatruotional aateriala* 

Deteaidning Peraonnel Mee de 

Any school planning the operation of a prograa auat aaka adeguate proviaions for 
peraonnal to operate the prograa* Xbe aajor oonoeni for prograa gperation ia 
the teaohor-ooordiiiator* Oie individual e^bloyed in thia oapaoity ia uaually 
deaignated al^b^ •* a "ooordinator*” Ibe ooordlnator ahould be given reoog- 
nition aa a mutn of the f aoulty and alao aa an aid to auperviaory and/or 
guddanoe ataffa* 

Qualificationa of a Coordinator 

Ihe auooeaa of the DOT prograa viU depend largely on the Ability of the coordi- 
nator* An individual vho ia to auooeed aa a coordinator auat poaaeaa a eoabination 
of akilla, training, and experienoea* The coordinator auat have the educational 
background, experience, and teacher certification to conduct the related atudy 
claaaea* The ooordlnator auat have an occupational background auffioiently 
broad to give hla aa adeguate underatandlng of the areaa of exploament in Vhieh 
hia atudenta will be eaployed* He auat alao have the peraonality tralta reguired 
of aa individual irtio auat aaet auoceaafully, in the oourae of a day'a vork, 
large nudbera of Individuala* Theae contact^ include exployera in aany typea 
of eatabliahaenta, atudenta of varying akiila and peraonalitiee, and fellwv .worksrs 
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within the school system In which he Is enployed. He must possess good 
Judgment because of the operation of the program contains many aspects that 
cannot be reduced to a set of clear-cut rules* 



The following questions should be answered by a school considering employing 
and Individual as a coordinators 



1 . 

2 . 

3 . 

4 . 

5 . 

6 . 

7 . 

8 * 



Does he satisfy the certification requlrementst 

How much and what Islnd of occupational experience does the Individual 
have? 

What Is his educational background? 

What teaching experience has he had? 

What affiliations and conmunlty contacts does he have? 

Into what cGomunlty activities does his avocatlonal interest take him? 
Does he appear to have the personality traits necessary to get 
along with many types of In^vlduels and to meet unexpected problems? 
What Is his philcsc^y of vocational education? 



Work Load of a Coordinator 

nie nuDber of students to be assigned to a coordinator Is often difficult to 
determine*. However^ to assure adequate staff time for the operation of pCT 
programs It Is generally believed that assignment of coordinators should not 
exceed 30 students^ with an optimum of 25* It Is recognized that ]|jocal conditions 
and demands may necessitate adjustments In the student load. The ndniinum average 
daily attendance that must be maintained to receive State reinbursement for 
program operation ia 13*3* 



Many factors must be taken Into consideration In detexmlng the coordinator's work 

load* Included among these are the following: 

1* What is the distance traveled by the coordiantor between school and 
student's training agencies? 

2* How many different enqployers must the coordinator visit? 

3* What is the extent of the related instruction class load? 

4* Is the amount of secretarial assistance available sufficient to 
handle the needs of the program? 

3* What Is the extent of other school responsibilities? 
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A typical schedule that a coordinator Bl«^t follow during the day, depending on 
scheduling possibilities, Is as foUom: 

Period Course 

^ Oeneral Belated Study 

~ Specific Belated Study 

f Specific Belated Study 

^ Specific Belated Study 

lAmch 

5 Coordination (J6b and home vlaltatlona^ office vork^ etc 

° Coordination (job and home visitations^ office work, etc 

Clerical Assis tance and Office Accowpodatlons 

Adequate clerical assistance should be provided In any school operating a LCT program# 
This Is particularly true because of the recordkeeping Involved in a program of this 
type and the need for answering the phone while the coordinator Is teaching a related 
study class# Successful functioning of the DCT program depends a great deal on 
efficient clerical procedures# One suggestion Is that the coordinator be provided 
with the services of a business education student to aid him In clerical duties end 
answering the phone# Bie student should have had course work In typing, filing, 
shorthand, and business English# The student may receive office practice credit for 
working for the coordinator# 

The program should be provided with sufficient office space within the school to 
house supervisory and clerical staff# Arrangements should be such that the coordinator 
will have privacy for Individual conferences# There should be adequate space for files 
and records, both open files for studbnt use and generctl Information and locked 
personal files for the coordinator's use# Because of the extensive use the coordinator 
will make of a telephone. It Is recomnended that the DCT office have a direct n«a 
telephone# 



T3n?e of Related Inetructlon to be Provided 



Each student enrolled the DOT program should be enrolled In a class one period 
per day emphasising occupational relations and work orientation. This class Is 
generally referred to as the "General Related Study” class. In the case of a 
second-year student, this class should be waived In order for the student to enroll 
In a more beneficial class unless a planned second-year course In general related 
stufly Is offered which Is different from the first year (State Department Hemo. No. 
August 23, i960). This General Related Study class should enqphaslse Infozmatlon 
ccmcemlng the maaning of work and dlsctfss problems of a general nature related to 
employment. 

In addition, the student should also be enrolled in a second class emphasizing study 
contributing to success in bis specific job. !mis class is generally referred to as 
the "Specific Related Study" class. This class may also be waived In order to enroll 
a student In another class believed to be more beneficial to the student In his specific 
job. (state Department Memo. No. 6, August 21 , I961). Permission must be obtained from 
the Area Si:^rvlsor to assign a student to another class in this situation. (Examples 
Student training as a laboratory technician could, be scheduled for chemistry class). 

Scheduling of the Related Classes and Working Hours 

The scheduling of classes can be done in many ways , de;, 'ndlng on the schedfGje of the 
students, the organization of the school schedule, and the xmeds of the employers. 

The basic apiwoach to the problem of scheduling is as follows s Students will attend 
school In the morning for four periods and work in the afternoon for three or four 
hours. *nie school time will involve regular sid>Jects plus the related study class or 
classes. The work time, will normally involve three or four hours each afternoon with 
a Miniimim of fifteen hours per week. 

A typical schedule for the student would be as follows but may vary from school to 
school, depending on scheduling problems,, graduation requirements, and whether* 
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he entered the progren es « Junior or seniors 



Period 

1 

2 

3 

k 



Course 

General Related Study 
American History 
English 3 

Specific Related Study 



Lunch 

Afternoon • on-the-Jcto training for three or four hours 



Senior Year 
Period 
1 



k 



Course 

General Related Study (could be released for other 

svibject) 

English 

Elective 

Specific Related Study 



Lunch 

Afternoon • on-the-Jcft> training for three or four hours 
The coordinator Is designated to approve hours of work for students under his 
si^ervlslon* Reconmendatlons are that the conblned hours spent In school and on 
the Job should not exceed ele^t hours per day* Since most students are In school 
for four hours each day^ this means they will work four hours per day on the Job* 
Assumlflg that In certain Jobs the student night work elc^t hours on Saturday^ 
this would set a jeconmended maxi mum of twenty-eight hours of Job training per week* 



The coordinator must accept responsibility for establishing the student *s working 
hcurs^ based upon his physical stamina and academic performance* He must also 
keep In mind that the program Is a training program and that the coordinator Is 
responsible for seeing that exploitation by employers does not occur* 



In situations where a school has a double or triple program set-up^ students 
who are working In distributive type occupations should be scheduled in a 
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Distributive Educati.on progrem, and all students working In office occupations 
who q[ualli'y should be enrolled In Cooperative Business Education* The 
DlvSrslflCid Cooperative Training program should enroll all other cooperative 
students ^iho are not enrolled In the specialised programs* (state Department 
HemOf Feb]niary 1, 1^1* ) 



Classroom Arrangemeats 

A classro<mn somewhat larger than the regular size should be provided for the 
DCT program* It Is recosmended that 40 square feet per student be provided* 
This would offer anple space for the diverse activities of students during 
the course of a daq^* (See sketch*) It would aid matters greatly If the class- 
room could be local;ed adjacent to the office facilities of the coordinator* 
Stidents could secure the use of pamphlets and occv^tlonal Information kept 
In the coordinator's off Iceland the coordinator's office would also be easily 
available for private conferences* In addition the proximity of the telephone 
would be an asset* 



The class room should be equipped with tables rather than the usual desks* The 
classroom should faavet 

1* Private library facilities for related materials. 

2* Large bijGletln boards 
3* Blackout curtains 
4* Typewriters with tables 
Chalkboa]ds 
6* Clock 
7* Lectern 

8* FuU-lensth mirror 

9* Storage space to:? students' books and clothing 
ID* Magazine rack 
11* Adding machine 

12* Other business machines If needed 

13* Sufficient lock-type file cabinets for students' confidential records* 
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It 1 b suggested that the DCT room not be used for other classes if the school 
has adequate classroom space > because of the records > related materials^ and 
equipment contained In the room* 

Granting of School Credit for DCT 

When a DCT program becomes a part of a school's regular curriculum, the 
granting of school credit must be detemlned on the sane basis as other courses 
In the curriculum* The determination must Include credit for the related 
uerlods as ¥ell as for the actual work tine* 

One credit Is awarded for the successful completion of each of the related class- 
es and one credit Is awarded for a successful work experience consisting of no- 
less than an average of fifteen hours of work per week totaling hours per 
year* No more than three DCT credits are earned In a given year by a student 
enrolled In the DCT program* 

The Advisory Committge 

The advisory committee provides the coordinator with a strong aid in establish- 
ing comDunlcatlons between his program and the school and community* 

The committee should consist of representatives of the school's staff and lay 
people of the community* The school members of the committee can assist in 
communication between the program and the school* Fattlcularly In such matters 
as Infonnlng the school of the program, pid>llclty, recoFrmendatlon of students 
to the program, program evaluation, and guidance In problems involving wages 
and hours of work, these persons can be helpful* 

The effectiveness and actlvdness of the advisory committee will depend on the 
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efforts of the coordinator* He must be aware of the si^ort such a connlttee 
can give his program^ be receptive to Its suggestions | and. plan his work so 
the comlttee can help him solve his problems* (A good reference for use In 
formation and functioning of advisory committees Is Vocational Advisory Comatfttees 
p\fl>llshed by the American Vocational Association# lOljQ Vermont Avenue# N* W*, 
Washington D. C* 



lEGAL BESFONSBIUTIES INVOLVED IN PB0C3RAM OFBBATION 



DOT ^[tz'ograind muitbe operated in confoimlty with Federal^ State ^ and local 
lava and regulations. Both the letter and the spirit of existing lavs and 
regulations must he followed. Coordinators conducting programs should be 
familiar with all lavs and regulations that pertain to the employment of minors 
Coordinators should know the sources of Information on all legal matters and 
should maintain a complete file of pid)llcatlons which InOlude these lavs and 
their Interpretations. The coordinator should assume the responsibility for 
passing on Information to the employers. In this vay he can be sure employers 
have the Information needed for an understanding of their legal obllgat^lons 
toward their student -employees. 

The following paragrapba are summaries of the pertinent lavs^ but the coordlnai 
Is reminded that they are summaries only . If the specif Ic > case In question is j 
covered by the material In the summaries^ and the coordinator does not have 
t hf^ Information In his flle^ copies of the complete law may be obtained from tl 
agencies concerned. 

Florida* s Workmen’s Compensation Act 

DOT student -learners are considered employees of the training agency and will 
be counted as such under the Florida Workmen’s Compensation Act^ provided! 

1. The employer has three or more employees ^ 

2. The employment Is not excluded employment 

3. ®ie employee has elected to accept thb provision of the law. 

Florida Unemployment Compensation Act 

The. primary occupation of a student -learner Is that of securing an education^ 
when that st\:dent Is regularly enrolled In school; therefore, he Is not entlt] 
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to imeoDlomiit oonpeiuimtioa* ( Flprtda l ^eiijployBent CgBpeneatlop Aot, January 1. 
1962, pass 6.) 



Florida State ChlH Labor lay 

Ho minor between the a 0 ea of 26 and iB :/eara ahall be employed to work In any 
gainful occupation except In domeatic service in private bonesi farm work^ 
or in the occupations specified as "street trades" unless the envloyer of the 
minor procures and keeps on file at the place of employment an age certificate* 
The county stiver intendent^ or person t horised by bim^ shall upon receipt of 
application and birth certificate ^ issue age certificates for employment pur- 
poses u^oa a state form* These forms are different In color and form from 
employment certificates and shall be issued to children 16 years of age or ever* 

Ho minor between the ages of 26 and I 8 years of age shall be employed to work 
before 91 OO a*m* or after 1X):00 p*m* unless the Florida Industrial CommiBSion 
extends the hours of eoqployment after an investigation of the occrqpation proves 
it is not detrimental to his health and welfare* The presence of any minor in 
any place of enqployment during working hours will be prlma facie evidence of his 
eBqployment therein* Minors between 111- and I 8 years of age may be emplc^fed in a 
concert or theatrical perfoxmauce up to 11 x 00 p* m* without the approval of 
the Florida Industrial Connlsslon* 

Ho minor under iB years of age^ whether he is married or not. Shall be eoqployed 
to work In any place of employment or at any occupation hazardous or Injurious 
to his life, health, safety, or welfare* The safety of such place of employment 
or occupations may be determined by the Florida Industrial Connlsslon after 
a public hearing. 
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ti^lishinentB in which alcoholic beyarages are sold; provided however^ that the 
peraona do not participate in the Bale, prepcuration or aervice of the beveragea 
and that their dutiea are of auch nature as to provide them with training 
knowledge aa micd^t lead to further advancement in food service establishnents* 
Ss^lc^isent shall not be effected of bellboys, elevator boys and others under 
the age of 21 years in hotels where such employees eure engaged in work apart 
from the portion of the hotel property where alcoholic beverages are offered for 
sale for consunqption on the premises* 

Florida Apprenticeship Law 

^O M mich aa many occupations Included in the Diversified Coqperative Training 
program could lead into the apprentice training program. It is advisable for 
the coordinator to be familiar with the Florida Apprenticeship lanr aa ^w plaln HI 
here! 

The purpose of the voluntary ^renticeahlp program is to available to the 
young people of Florida an opportunity to obtain training that will equip «mw for 
profitable employnent and citiaensblp, by providing facilities for their tnlnlng 
and giddance in the arts and crafts of Industry trade* 

An apprentice is an employed person l6 years of age or over who has entered into 
m written agreement with an employer providdAg for not less than four thousand 
(h,000) hours of reasonably continuous employment in a recognized trade 

under the supervision of craftsmen* This work experience is to be siqn^lenented 
by properly coordinated studies of related technical and siq^lementary subjects* 

An apprenticeship council was created to act as a policy-making agency which 




28 



establishes standlards and policies regarding apprentice programs and agreements* 
This council may Issue such rules and regulations as may be necessary to carry 
out such standards and policies pertaining only to the formal procedure of this 
chapter* 

nitulu the Florida luduntrlal Ccsssisslcn^ s Dcpsurtmcnt cf Apprenticeship ves 
created under a director appointed by the Florida Industrial CoomlBslon* The 
director Is authorized to administer the provisions of this chapter In cooperation 
vlth local Joining apprenticeship comnltteeB; to set up conditions and training 
standards for eq^rentlce agreements; to register any apprenticeship programs and 
agreements which meet the standcuds established by the council; to tezi^nate 
or cancel any apprentice agreement in accordance with the provisions of such 
agreement; to keep a record of apprentice agreements and their disposition; to 
Issue certificates of coagtletlon of apprenticeship In accordance with the coun- 
cil's standards; and to perform such other duties as the comnlsslon may direct* 

Local problems, such as working conditions of apprentices, schedule of operations, 
and adjusting apprenticeship disputes are the responsibility of the Local 
Apprenticeship Ccnnilttee which Is conposf of an equal number of employer and 
employee representatives In the local trades. 

The Fair Labor Standards Act (Federal Wage - Hour Law) 

A Federal Act was adopted by Congress In 1938 end amended by later Congresses, 
designed to eliminate labor conditions detrimental to the heedth, efficiency, and 
well-being of workers, and to eliminate unfair methods of competition based on 
these conditions. Tills Act applies to students enrolled under the DCT program 
when they are eiiq>loyed by businesses engaged in Interstate or foreign ccnmerce. 
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or in the productloa or gooud fur »uuu cciSuerce* The regiixations of tul» Aot 
provide for a present »»<»'*«»"■ wage of per hour^ time and one half the regular 

rate of pay for overtime after 40 hours^ and for a minimum age of l6 years for 
general employment* An exemption certificate may be obtedJied for a student- 
learner that vlU valve these requirements during the training period and 
this certificate Is explained later in detail* 



Th e DCT coordinator does not have the duty or right to determine vhether a 
bus^"^ee c<”*s ^w*^^r the provisions of this Aot * In fact^ the coordinator Is 
warned agetlnst attending to Interpret the provisions of this Act because of the 
complex nature of the regulations* Such Interpretation should be left to the 
employer or the personnel employed by the enforcement division of the Ihilted 
States Oepartmeiit of Lebor* 



It Is suggested that the coordinator discuss the provisions and penalties of 
this law with the employer to the end that^ If the enqployer desires It^ the 
coordinator vlU contact the Wage -Hour Lav Division^ Ihilted States Department 
of labor^ and request a ruling as to vhether the duties of the student -learner 
place under the Jurisdiction of this lav* This does not mean that the 
coordinator assumes any responsibility In this connection except that of 
assisting In protecting the Interests of the eapltsyer. 



Wage -Hour Coverage 

Coverage under the minimum vage and overtime provisions of the Fair-labor 
Standards Act (Federal Wage-Hour Lav) does not deal In a blanket way vlth 
Industries as a vhole* It Is primarily an Individual matter^ depending upbn 
the nature of the employment of the particular enq>loyee* The employer Is required 
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to meet tho alnliHiim vago *nd ov»i^img rs^tilrsiiMn'hA rtf *;hs Act for r»f ij|,§ 
employees vho le engaged In ccnmerce or In the production of good for coonerce, 
unless relieved of this obligation by some specific exemption In the Act* 
"CXMCRGE" Is defined by the Act to mean "trade, casBerce, 
transmission, or comnunloatlon among the several states or between any state 
and any place outside thereof." An cs^lcycc is deemed engaged In th© "PRO - 
rOCTlON" of goods for commerce, as defined In the Act, If he Is ei9:LQyed In 
"producing, manufacturing, mining, handling, transporting, or in a»y other 
manner working on such goods, or In any closely related process er occupation 
directly essential to the production" of such goods* 

Coverage under the minlm i m wage and overtime provisions of the Act Is not 
limited to employees working on an hourly wage* These provisions apply Uhat- 
ever the method of paament- hourly, weekly, piecework, monthly, or other basis* 
The general m i ni mum wage requirement of the Act Is that each covered and non- 
^ ^ *** V ^ employee must be paid the rate of not less than the rate per houf • 

Certification of St udent-Learner at Wage 

A student-learner, as defined by the regulatlcms , Is a student who is recelwlng 
Instruction in an accredited school, college, or university, and who Is **- p^*y ed 
on a part-time basis, pursuant to a bona fide vocational training program* 

Also, a "bona fide vocational training program" is one authorised and approved 
by a State Board of Vocational Education or other recognized body xuravldes 
for part-time eiqployment training which may be scheduled for a part of the work- 
day or work-week* It Is siqyplemented by, and Integrated with, a definitely 
organized plan of Instruction designed to teach technical knowledge and related 
Industrial Infomiatlon given as a part of the student -learner’s course by an 
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•ccredlted school^ college!, or university* 



Ifhenever the enq;)loyiDent oi* a student -learner at wages lower than the tnineimiiii 
wage applicable under section 6 of the Fair labor Standards Act of I938, as 
aniended, is necessary to permit the training of a student -learner, application 
for a special certificate authorizing the enploynent of such student-learner 
at sub ainigRaa wages shall be filed simultaneously by the employer vlth the 
appropriate RegioneJ. Office located at Bizmln^ani, Alabama* 



Application must be made on the official form furnished by the Division and must 

be signed by the employer, the appropriate school official, and the sti:dent- 

leamer* The application must contain all Infonnation required by such fom, 

including among other things, a statement clearly outlining the vocational 

training program and showing, particularly: 

1 * The processes in which the student -learner is to be trained 
2 * The hourly wage rate or progressive wage schedule which the employer 
proposes to pay the student -learner 
3 * Data regarding the age of the student-learner 
k» The period of employment training per week 
3* Ihe nunber of hours of school instruction per week 
6* Certification by the appropriate school official that the student 
named therein will be receiving Instruction in an accredited school 
and will be employed pursuant to a bona fide vocational training 
program* 

If a special certificate is issued or denied, notice of such action shall be 
mailed to the enployer and two (2) copies of the notice ohall be mailed to the 
impropriate school official* If a special certificate is issued, the certificate 
Itself will constitute notice of action* The school official ■ball retain one. 
copy for the school files and shall present the other to the student-learner* 



Certain conditions must be satisfied before a special certificate may be issued 



autborlilng the employment of a etudent-leamer at ratea iesa th fin the | 

The moat important of the condltlona ares 

1. Any training program under which a etudent-leamer will be ei^loyed 
muet be a bona fide vocational training program 5a defined 
2* The etudent-leamer must be at leaat I6 yeara old^ or I8 yeara 
^ ^ te eng>loyed in an occupation claaaoA aa 
3» The occtqpation for which the etudent-leamer ia training muat require 

a sufficient degree of skill to necessitate a substantial training 
period 

4. The training must not be for the purpose of acquiring dexterity 

or high production speed in repetitive operations. 



Child labor Provisions 

There are certain occupations that are exenqit from the Child lAbor provisions of 

the Wage-Hour law, but they are such that the DCT program ia not concerned with 
them. 

General employment of children I6 years of age or older is limited to those 

occupations that have not been classed as hazardous by order of the Secretary of 
labor. !Hie hazardous occupations, for which a minimum age of IB has been eatii)- 
Hshed, are as foUowst 

1. Occiq>ations in or about plants manufacturing e x plo s ives or 
articles containing explosive components 

2. Occi^atlons of motor-vehicle driver or helper 

3* Coal-mine occupations 

4. logging occi^atlons and occiq>atlons in the operation of any 
sawmill, lathe mill, shlhgle mill, or coopers^ -stock i jn 

5. Occupations involving exposure to radioactive substances 

6. Occupations Involved in the operation of power-driven wood-working 
machines 

7» Occiqiatlons Involved in the operation of elevators other 
power-driven hoisting apparatus* 

0. Occupations of operator or of helper on power-driven metal forming, 
punching and shearing machines 

9* OcciQiations in connection with mining, other than coal 

10. Occupations In or about slauc^terlng and meat packing establishments 
and rendering plants 

11. Occiq>ations Involved in the operation of power-driven bakery machines. 

The following statements of policy have been agreed upon by the Ifalted States Office 
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of Education^ the Federal Security Agency, and the Wage^our DIvIbIoq of the 
United States Department of labor* 

1* An application for a special student -learner certificate authorizing 
the payment of subminimum rates must be filed at the time the 
training program Is eu^ranged with the employer* Certification of the 
application by the appropriate school official will constitute a 
temporary certificate to cover the enployer during the Interval that 
lapses while the Wage and Hour Division Is acting on the application* 
If the student starts his employment training during the simmer 
vacation period prior to the school year, the application should cover 
this employment as well as the training to be received during the 
school year* 

a* The application must show that the Job Is a learning situation 
that may lead to employment in the community or in the Industry* 

b* As evidence of the type of training the student is to receive, 
a copy of the agreement between the school, the employer, and 
the student should be filed with the application* 

2* The employer must adhere to the maximum hours of employment training 
per week as authorized by the certificate* Any time worked beyond 
the specified period Is a violation of the terms of the certificate* 

3* If the student -learner in employment training Is to work during a 
vacation period which will extend his training beyond the expiration 
da%e of the certificate under which he has been employed and for 
longer hours per week than those specified in the certificate, 
permission must be obtained Srom the Wage -Hour and Public Contracts 
Division In advance* 

4* Bie rate paid student-learners must not be less than the rate 
authorized In the certificate* 

5* The student must not be employed at subminimum rates beymd the 
expiration date specified in the certificate* The rate required 
after completing the period of training authorized must not be less 

ttppXlcation under the Fsdr Labor Standards Act* 

6* A copy of the certificate is sent to the school official in order 
that he may be advised of Its terms* He should promptly confer 
with the employer and go over the terms of the certificate with him* 
Ihe coordinator, in reviewing the training of the student, should 
check with him to see If he Is being enployed in euscordance with 
the teims of the certificate* 
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school coordinator finds that the employment program is being 
conducted in violation of the terms of the certificate, he should 
immediately call the violation to the attention of the employer and 
ask for correction* Any questions about the provisions of the 
certificate or the application of the Fair labor Standards Act to the 
student-learner should be cleared with the national office or the 
nearest regional office of the Wage and Houi and Public Contracts 
Divisions* If the employer makes the correction^ the school official 
shouid notify the national office of the Wage and Hour and Public 
Contracts Divisions of the violations and the correction thereof* 

If the e*sployer falls to make the correction^ the school official 
should withdraw the ttudent fi*<I)m the fe’chool program ahA notify the 
national office of the Wage and Hour and Public Contracts Division of 
the violations and the date and reasons for the withdrawal* ®ie 
withdrawal of the student from the school program will furnish 
sufficient cause for cancelling the certificate as of the date of 
withdrawal* Any further action by the Wage and Hour And Public Con- 
tracts Divisions will be based on the nature and extent of the 
violations as determined by that agency* When violations are not 
corrected^ they are extended to later periods of enqployment awA to 
other trainees* 

8* It is recommended that employers be encouraged to meet 

wage rates* Applications for student -learner certificates for sii)- 
minimum rate should be made only when it is necessary in order to 
prevent curtailment of the training program* 

9» Applications for special student -learner certificates «^nA reports 
of violations of certificates should be directed to: 

Heglonal Director 

United States Department of Labor 

Wage and Hour Division 

l401 S* 20th Street 

Birmingham 3 , Alabama 

Listed below are the official publications and a directory of regional offices 
and field offices wherein information may be obtained; 

Publicstions 

Child Labor Bulletin 101 
Ibiited States Department of labor 

Wage and Hour and Public Contracts Division 
Washington^ D* C. 

Regulations^ Paart 520 

Employment of Student Learners 

U* 8* Department of labor 

Wage and Hour, ahd Public Contracts Division 

Washington, D* C* 
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Interpretative Bulletin Part 77^ (Subpart A-general) 

General Coverage of the Wage -Hour Prorlalona 

u. S. Department of Labor 

Wage and Hour and Public Contracts Division 

Washington, D. C. 

A Handy Heference Guide 

U. S« Department of Labor 

Wage and Hour and Public Contracts Division 

Washington, D. C. 

nie Florida Child Labor Law 
Florida Industrial Commission 
Workmen's Compensation Division 
Caldwell Building 
Tallahassee/ Florida 



Directory of Regional and Field Offices 

Regional 

Regional Director 

Iblted States Department of Labor 

Wage and Hour Division 

lUOl S. 20th Street 

Blrmln^am Alabama 

Florida Field Offices 

Ibilted States Department of Labor 
Wage and Hour Division 
P. 0. Box 1170 
Jacksonville, Florida 

United States Department of Labor 
Wage and Ho\ir Division 
308 Tampa Street 
Tampa, Florida 

United States Department of Lsbcr 
Wage and Hour Division 
Room 107 

1200 S« W. First Street 
Miami, Florida 

For Information concerning the Florida Child Labor Law contact: 

Director, Child Labor Department 
Florida Industrial Commission 
Caldwell Building 
Tallahassee, Florida 
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TOE SCHOOL'S RESPONSIBILrry 

The major responsibility of the school In program operation Is the coordination 
of the student's xn>sch6ol activities vlth the training In his place of employment* 

Maximum effort must be exerted In order for the maximum benefit to be realised 
by the student* 

Duties of the Coordinator 

The coordLlnator has a wide variety of responsibilities and duties* To prepare 
students to meet adequately and adjust themselves to life situations, as well 
as Job fitness, Is a vital part of the coordinator's responsibility* A coor- 
dlnator assists the students in helping them become desirable citizens, in 
teaching them to work with people, and In aiding them In choosing worthy 
comnunlty projects In which to participate* In a very broad sense, the coor- 
dinator's duties consist of locating and approving training agencies; securing 
work -agreements between the enployer, school, student, and parent; working with 
the employer and the student concerning his Jbb; selection of students; related 
Instruction; and student evaluation* 

Selecting and Approving Training Agencies 

A major responsibility of the coordinator Is the selection of suitable training 
agencies for the students enrolled in the program. He must consider the needs. 
Interests, luid abilities of the student and try to match the stuAent and the Jdb# 
Training agencies are obtained In a number of ways* The direct contact by the 
coordinator Is the most common method, and the approach Is made with a definite 
sttident and a definite Job situation In mind* Another way of locating training 
agencies may be by use of the community survey by the coordinator and/or an 
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advlsozy comiDlttea* Occasionally the student locates his own Job and reigueQts 
permlsftlon to remain on the Job and enroll in the program* U^on approval of th< 
training agency by the coordinator this situation may be arran^d* Another 
method of training agency contact may be the call frcm an employer who has heart 
of the program* Coordinators may also use local agencies who are Interested in 
Job p]Lacement of youth* The Florida State Employment Service, along with the 
Youth Employment Service, is vitally Interested* In addition many civic cliibs 
place special emphasis on Job placement of youth* 



Standards Used in Selecting Training Agencies 

To obtain the maximum benefit from a DOT program, training agencies must measure 

up to many standards* Specifically, they must conform to the following provlsi) 

1* !Qie employer must understand the Intent and purpose of the IXIT 
program* 

2* The employer should assign one person to be specifically responsii 
for the training of the DCT student* 

3* The training agency must offer a reasonable probability of 
continuous employment for the pupil during the work experience 
period for which he is enrolled* 

4. Ihe employer must have adequate equipment, materials, and 
facilities to provide an appropriate learning opportunity* 

^* Overall working conditions must prevail which will not endanger 
the health, safety, welfare, or morals of the pupil* 

6* The employer must provide adequate supervision to Insure a prograi 
of pupil- Job activities in order that the pupil may receive 
maximum educational benefit* 

7* The employer should maintain accurate records concerning the pupi! 
in regard to attendance and performance* 

In addition to these considerations, the coordinator must consider some additics 

factors in choosing a training agency as follows: 

1* Wages 

2* Convenience of location 

3* Beputatlon of employer in the community 

4* Union regulations 

Sufficient number of hours of employment 
6* Possibility of productive work* 




38 




The Training Memorandum 



After the coordinator and enqployer have reached an agreement on the establishment 
of a training agency, a written agreement should be formulated* Of course, before 
signing such an agreement, the coordinator should make sure that the employer 
fully understands the alms and objectives of the DOT program* The coordinator 
should also verify that the employer understands his responsibility both legally 
and educationally. In eiiq>loylng a student* 



Uie agreement. If used, should outline the purposes of the DOT program Mid in- 
dicate the responsibilities of all concerned* (See form, appendix*) Specifically, 
It should Include: 

1* The duties the student 
2* Nunber of hours of vcrk 
3* BcsponslblUty of the student 
Responsibility of the parent 
5* Responsibility of the employer 
6* Responsibility of the school* 

Student Selection 

The coc '■'<nator assumes the responsibility of student selection for the program* 
He may solicit the asclstance of the counselor and/or guidance personnel prior 
to the final acceptance of the student* Many factors must be considered, ut 
the main concern Is whether or not this type of program will benefit the 
student* Students who may be considered for the program mi^dit fall Into the 
following categories: 

1* Students who have caree>.* objectives for which the school Is unable 
to provide training 

2* Students who have a need for financial assistance to remain In 
school or to assist tlielr family 

3* Students whom the counselor believes to be potential drop-outs 
4* Students who have a sincere desire to obtain work experience and 
agree to comply with the rules and regulations of the program^ 

5* Stiidents who plan to attend college and feel that occupational 
experience will assist them In their career dbjectlve* 
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Working With i e Studen.; and the Employer 

Ibe larger portion of tbe coordinator's ti^e Is spent In working with students 
and enployers* The coordinator should prepare the student for the various 
experiences he will encounter a working situation# The coordinator night prepare 
a general list of duties^ with toe esq^loye^ 's belp^ that the student will be expected 
to perform and brief him on these duties bdfore placement on the Jbb# The Im- 
portance of completing a Job assignment should be emphasised^ ^nd the Importance 
of success of the student on the Job should be 

The use of a Student Agreement (see form^ appendix) signed by student and parent 
is a strong technique for obtaining full understanding on the part of the student 
as to idiat Is expected of him# Definite understanding should be — as to atten- 
dance on the Job, at school, and at special functions such as cliib activities# 
Additional understanding should be obtained tegardlng conduct, dress, grades, and 
participation In various activities# dhe basis for removal from the program should 
be outlined In the Student Agreement so there will be no misunderstanding If this 
becomes necessary# 

During the early weeks of a student's experience on the Job, the coordinator shoufld 
work closely with student and enployer to aid In any way posslblu to make the 
student's adjustment to the Job satisfactory# Much assistance can be given to 
the eaqployer during this tlim, particularly If the eaployer has not had previous 
experience with young people In the DOT program# 

Frequent conferences with the student at school during the first weeks of work, 
will greatly aid the student in understanding and adjusting to his Job# 
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Furnishing the enqployer with a handbook containing Infonnatlon concerning the 
operation and purpose of the program nay be deslrd>le« This handboook should 
contain suggestions concerning the supervision of DCT students* Ihe coordinator 
can also help the student In matters concerning hone and family prcftZjems, social 
problems^ and other personal problems* 

Additional Duties 

Many additional duties of the coordinator could be listed here^ but they are 
so varied that an all-inclusive list vould be very lengthy* 

Some Important duties of all coordinators vould Include evaluation of the students 
vork on the Job and In school, keeping and maintaining records, preparing for 
the coadng year during the sunner months, counseling students, home visita- 

tions, preparing foUov-up reports of students, etc* 

Securing proper recognition for enqployers Is most Ijnportalit* This can be done 
Im many ways, such as presenting certificates of appreciation (see form, appendix) 
publicity In local paper, avardinp plaques, and employer -employee banquets* 



Respohsibii^ties of the employer 

®ie «q>loy«r lAo accepts a DOT student Into his ei^loy aeaunss a definite 
reeponslbtUty tomrd the student and tosard the program. These respon- 

slblUtles shouU be set forth In the school-student-paient-«mployer memo 
randuBs They incl\;des 
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Supervising of the student's work on the Jdb 

Proj^ding him with the opportunity to learn a viiriety of tasks 
looking out for his welfare and safety ^ ** 
Evaluating* 



In discharging these responsibilities, the eig>loyer mrks cloeely<,irlth the 
coordinator to achieve best results. 



Sigervisor y Responsibility of the Employer 

The major responsibility for the immediate supervision. of the studlmt's 

training and vork on ttie job rests with the ei^loyer or a designated person In 

his e^lcy assigned to sqaervlse the student. If the student Is expected 

to perfoni tasks with which he Is not famlUar, the employer wlU find It 

necessary to dewote considerable time to training, fexamlnatlon, and further 
training* 



In addition to aiding the student to learn and perform his duties on the Job, 
the st«enrlsor should explain to the stulent matters regarding the cc^pany's 
organisation, personnel and management poUcles, and employee's benefits. 

Be should explain any deductions made from the student's wages such as social 
security and Insurance. Any efforts In «iin direction wlU help the student to 
feel that he belongs to the organization* 

A' student needs assistance in adjusting to his status as a worker and in learning 
the discipline of the Job« Individuals responsible for supervising the student 
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should realize that in addition to the usual "considerations" that must be 
given to an adult worker as hebegihs i job, additional considerations should 
be given to the young worker, who is in a stage between youth and adulthood. 

He should be understood, tau^t, encouraged, and respected. j 

The employer should be urged to consult with the coordinator in all matters 
concerning the student in order that Jointly they can better plan ways for 
improving the student's experiences. If any major conflicts arise, the 

®Hould be contacted at once. The amount and nature of supeirvlsion 
will vary with the individual, but the combined efforts of the st^rvisor 
coordinator will assure a job well done for the student. 

Evaluation Responsibilities of the Employer 

It is the employer's responsibility to work closely with the coordinator in 
evlauatlng the student's performance. The coordinator will furnish the 
.jployer with a rating sheet to use in making formal evaluations. In addition 

' a 

the employer should make periodic infonnal evaluations in order to be able to 
discuss the student's progress when the coordinator visits. (See form. Appendix). 

legal Responsibilities of the Employer 

Employers have certain legal responsibilities to be met in the employing of a 
DCT student. The enqployer should be aware of these responsibilities meet 
them at all times. These obligations involve Federal, state, and local re- 
gulations. Further information on this matter is presented in another part of 
this handbook. 
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THE RBIAIIED STUDT Cli^SSES 



This pro^am has as its purpose the supervised part-time employment of students 
vlth the Intent of assisting them to acquire desirable work habits and atti- 
tudes In real Jobs and Job knowledge • Therefore, It Is highly desirable that 
each student attend related study classes to aid him In achieving this goal. 

The contributions vhlch the young person makes to society, the experiences 
vhlch he has on a real Job, and the acquiring of good work habits are very 
valuable as a part of the training of each youth. Work Is a vital part of 
life, and the work experiences which €U?e engfiiged in by young people represent 
an essential part of their mental, emotional, and even physical development. 

A great variety of subjects may be tau^t In a class In which DCT students 
receive orientation to employment. Included among these are employer -employee 
relations, techniques of applying for a Job, development of good work habits, 
personal appearance and gro<Ming, assuming responsibility, occupational In- 
formation, the value and use of money, the value of education, personal 
business, laws and regiilatlons affecting the worker, social secrulty. Income 
tax, banking. Insurance, hoiaslng, community service, business letter writing, 
travel, etc. In addition to studying such subjects as those listed above, students 
In a class of this type should have every opportunity to make both oral and 
written reports of their experiences on the Job. Other types of activities 
closely related to the student's work experience education that may siq^plement 
cm-the-Job experience of the student. Include written research projects and 
surveys on subjects such as selling techniques, public relations, promotions, etc« 

The instruction offered in the General Related Study class will aid the student 
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la achieving thae purposes, and In addition sons of the foUovlngt 

!• To help young people learn, as part of their general education, 
vhat engiloyment entails 

2* To ease the transition between school and Industry and to 
connect school and life In a way which makes educational 
experiences more meaningful 

3* To give an opportunity of gaining maturity through 

development of self reliance and a feeling of responsibility 

4* To help young people leam how to get along with fellow 
workers and employers 

3* To give young people a chance to explore their potentialities* 

The related study classes are of two types. General Related and Specific Related* 
Ihe general related study Is broad since Its primary objective Is satisfactory 
vocational and life adjustment of all DOT stidents* General related study In- 
formation should be presented during the period of the day when the entire 
DOT group Is together* The specific related study period Is used by the student 
to study Information that relates to his specific job* This Information should 
aid In obtaining knowledge as to how to perform certain manipulative skills 
and also the scientific reason for performing those operations* Specific 
related materials should be studied In those periods that are divided as to 
occupational grouping (distributive, trade cmd Industrie^, and office)* 

General Related Study Period 

Because job efficiency and good citizenship are dependent on attitudes, work 
habits, personality, and other personal adjustment factors. It Is necessaury that 
the student-learner be well Indoctrinated In these matters* This can be achieved 
through well planned units which are baught throuji general related study* The 
coordinator must meet the needs of the Individuals and the group as they arise* 
Some effective methods of presenting these planned units cn?e round table dis- 
cussions, charts, audio-visual aids, and talks by outside authorities* Well 
planned field trips help broaden the group's civic perspective* In the appendix 
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of thlB handbook will be found an overall sample outline of general related 
study and also a sample outline of a unit In general related study. 

The necessity for the coordinator »s preparing written lesson plans and assign- 
ments In advance cannot be too strongly emphasized. If the coordinator Is will- 
ing to think, work, and plan well, he will secure good general related study re- 
sults. 

Specific Related Study Periods 

Specific related study deals directly with the student -learner's specific job 
operations. Since the DOT program Involves the training of students In three 
general occupational groups, students should be grouped In separate periods 
according to the type of training being received. It Is strongly recomnended that 
those students training In trade and Industrial occupations be grouped In one 
period, those training In distributive occupations In another period, and those 
training In office occupations, in still a third period. This grouping will aid 

In class discussions and in the general methods used In presenting materials by 
the coordinator. 

Two methods of handling specific related study assignments will be Inclided In 
the foll(^rlng paragraphs. The methods are suggestions not claimed to be the 
best or only methods. Coordinators using their own methods and materials may 
have other satisfactory methods of handling specific related sti;dy. 

Method I 

The first method Involves the cooperative efforts of the employer and coordinator 
In making a job analysis of the job for which each student will be training. The 
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•JwuM be ««ed to the next process In the schedule. 

«ong with the schedule of processes for a given JOb, an outline of the specific 
related stirijr should also be developed Indicating the references, tlise el«»nt, 

P ocedure to be used. In sone Instances, It may not be possible to develop 
elth the es^loyer an adequate schedule of processes, tl»e elements and reUted 
atuiy suggestions, tte coordinator may then use such sources as textbooks and 
«»lFses deaUng ,1th the occupation, other leaders In the same occupation, and 
consultants available in the co-unity to round out the schedule of processes. 

Ihe preparation of the schedule of processes has certain Incidental values to 
the coordinator such asi 

CMsStmt*®!™?**® ea^loyer® and/or 

2. ProBwtlng frlSuy^iftl^lif^^J^*** education 

3* Oalnlng^sneet^^i^^i?^^^ between coordinator and eegilayer 

Vine the schedule of processes method for specific related stuly Is a very sound 
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method* The student hss on record uhat he Is to do in s plenned^ progresglve 
type of study outline* The coordinator needs to see that the student completes 
the related study assignments as he progresses on his Job and to evaluate 
that progress* 

nie main disavantage of this method is getting the number of schedules of 
processes worked out for all the jobs in which the students are training* The 
employer often does not have time to work these out with the coordinator* 

Method II 

The second suggested method of handling specific related study is one that has 
been found to be very effective if the first method cannot be developed. 

The development of self -motivation on the part of the student -learner is the 
objective of this second method. In many instances a trainee has excellent 
ideas and plans for improving his own Job efficiency. The idea is for the 
student to plan his own specific related study with the assistance and approval 
of the coordinator* After a careful survey of the related library materials 
and the Job related materials possessed by the employer, the student plans his 
own study using the survey information obtained. The student will plan in de- 
tail his week's work in advance to be handed in outline form to the coordinator 
for approval. If the coordinator approves the plan, the student will follow his 
arranged plan for the remainder of the week* 

The tentative plan for a given week should be constructed with the consideration of 
the specific manipulations that are going to be performed on the Job during the 
week* This can be determined by consulting the training supervisor at the end 
of the week* The plan should cover the related material in the available books 



that will correspond with the manipulative shills being perfonned on the Job* 



Ihe coordinator will have to irork closely vlth the student at the beginning of 
the year until he Is able to plan his own work intelligently* The usual pro- 
cedure Is for the student to prepare his outline during specific related 
period on Friday* If he does not use the entire period for this purpose, he 
may use the remaining time for **free reading" In periodicals, etc* Hie outline 
then Is handed to the coordinator In a designated foim, to be approved over the 
week-end* If the outline meets with approval. It Is returned to the student on 
Monday and the student follows his plan for the four days, Monday throuc^i 
Hiursday* The coordinator may check dally for results as to the work done by the 
student or check weekly by aklng all completed work at the end of the period on 
Thursday* Either way, the coordinator will have an accurate check as to the 
work done by the student and can check with the employer to see If the related 
study corresponds with the work performed on the Job* 

If the outline Is not acceptable. It should be returned and the student should 
construct arother on Monday for Tuesday approval \mtll the student can plan 
his work Intelligently* 

The outline should Include a time breakdown of the period with notation as to 
how portions of the period are to be used* Time for filling out ivscords shohld 
be Indicated, time allowed for reference reading, time allowed for notetaking 
and summary of material covered, and time to Indicate on the related study 
sheet what was accomplished for the day* 

The second method may sound quite complicated and time consuming; but soon after 
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the beginning of the seneeter, the student e quickly lesm the routine and begin 



to realise hov much can be covered In ah allotted tine* 

As a closing admonition^ Insofar as z^lated study Is concemedi the coordinator 
should be sure to keep the trainees busily working on plsnnedi worthwhile 
assignments, and the desired effectiveness of related study will be largely 
achieved* This phase of the trainee's development cannot be too strongly em- 
phasised as It Is the very essence of the cooperative training operation* 
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EVALU/^ION 

Rlgb standards and continuing Improvement of a DCT program are possible only 
vhen It Is sU>Jeot to periodic evaluation* Such evaluation nay be both formal 
and Informal* As a program progresses^ constant Infoznal evaluation takes place 
by the coordinator^ employer^ and student* Matters concerning Improvement cf the 
program are handled many t^mes each day without too much thoucd^t given to 
evaluation* On the other hand^ foimal evaluation takes place by the. use of a 
questionnaire fill e d ln*by graduates of the program* Regardless of the type of 
evaluation^ all facets of the program should be considered* The program Is 
formally evaluated by the visiting oosmlttee for accreditation by the Southern 
Association of Secondary Schools* A comprehf slve self -evaluation of the program 
bhould cbtaln ansvers to the foUovlngt 



Senersl 

1* Does the plan of operation follow the philosophy and objectives 
of the program? 

2* Are evaluations conducted periodically considering these chJectlvesT 
3* As c h a n g e s occur In the school and coonunlty^ are the procedures 
adjusted accordingly? 



Coordination 



1* Does the coordinator have sufficient time In his scdiedule to 
adequately perform coordination duties? 

2* Does the coordinator use coordination time efficiently and effectively? 

3* Does the coordinator visit training agencies regularly and observe 

the student on the Job? 

H* Does the coordinator have the cooperation of the esployer? 

3* Does the coordinator have iq»-to-date records of his visitations? 

6* Does the coordinator keep sufficient personal records on the student 

to Indicate his performance and progress? 

7« Does the coordinator use his records concerning students for class- 
room Instruction and personal guidance? 

8* Is there regular evaluation of the student by the employBr and the 
coordinator? 

9* Does the coordinator have the necessary leadership qualities to secure 
support of the program by the school and cosmunlty? 

10* Tr» the coordinator respected by the students and his co-workers? 

11* Does the coordinator carry his share of the load as a faculty menber? 
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Training Agency 

!• Are eoplo^fers oriented to the purpose of the prograu and to the role of 
training agencies in program operation? 

2« Do the training agencies provide adequate lefumlng situations^ 

facilities for a variety of work experiences > and supervision of ttie 
student? 

3* Are the legal requirements met by the employers concerning the employ- 
ment of a student? 

4. Is one person designated to be responsible for the student’s trai^xlng? 



Classroom Instruction 

1« Is adequate preparation nadd for classroom instruction? 

2* Does the classroom instruction include a variety of teaching 
methods and techniques? 

3* Does the pl annin g of instruction take fulX advantage of community 
resources such as field trips and visiting speakers? 

4« Do the individual's problems receive adequate attention? 

I* Are problems c o a mnn to all types of emplo^nt prsMCited? 

6» Are suitable instructional materials used? 

7* Are the employer's and coordinator's reports on individual 
students used as a basis for classroom planning? 



Advisory C<w»rtttee 

1« Is an advisory committee being actively used? 

2* Does the coanittee meet regularly? 

3* Did this cosmdttee function in formulating the philosophy a nd 
objectives of the program? 

4* Eas this committee assisted in securing training agencies for 
btudents? 

Does the coordinator play an active role in leading and planning 
the meetings of the committee? 

6* Does the school administration play an active part in committee 
functions? 

7« Does the coamlttee give continuing aid and counsel to the coordinator? 



UnERVlEWIIK: 



The Prospective PCI* 

Personal Intervievs vtth prcspectlve stuflent-Ieaniers are necessarj In order 

o detenlne the appUce*it*s Interest In and fitness for certain occupations 
vhlch may be Included In the program* 

Selection of students should be made after an evaluation of.all tibtalndble 
Information, Including that gained from Interviews, conferences, home visits, 

teachers, counselors and other sources, and from psychological, personality, 
and vocational tests* 



From the be ginnin g, the students should be made to feel the coordinator Is a 
syu^mthetlc and understanding friend* It la advf««ihii» “ho ham* 

"*■ ■■■■■■ ■ Aa^* 

tervlcv with the student to detemlne whether or not he asets »<»»<—— require- 
ment# of the prograa such as age, scholastic standing, physical fltneas, appearance, 
attitude, and behavior* 



The first Interview Is followed by as many additional conferences as necessary 
to detexmlne whether or not the student will benefit from DCT and be an asset 
to the program. The following points shouW be considered di ring the Intervlewi 

!• Is the student en^loyable? Do his {ihyslccd, mental, and social 
characteristics make him acceptable? 

2* Is to ^tcrested In a type or types of training in which Jobs are 
available? 

3« Is he willing to accept a second or a third choice If It Is lamosslble 
to place him In the work he prefers? 

4* Does his past record offer evidence that he will be regular, prompt In 
attendance, and diligent? » v ^ 

1 * etulent been In any trouble which Involved police activity? 

o. Ms the student's appearance (stylf! of clothes, make-iqp, hairdo, etc*) 
Indicate that the coordinator can succeed In getting the student to 
conform to conservative business stiindards? 



f3 
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In addition to the afore mentioned ooneideratione during the intjrvlev; the 
coordinator ehouM explain the nature of the program^ ita benefits and limitations 
and the responsibilities of the student to himself^ his fellov students^ his 
the school^ and his home* The coordinator should make only impersonal notes 
while the student is present^ but record details imnediately after the inter- 
view* The conclusion to the interview should be the arrangement for an early 
visit to the student's home^ preferably with both parents and the student present* 
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SECURIMO AND MAUfEAININQ GOOD PUBLIC HBIATIONB 

A Bucceeaful DOT program re.^ilres the cooperation and support of many Indlrldua*' 

and groups* The coordinator has the responsibility for good public relations* 

Some of the means by vhlch he can achieve good public relations are listed belov: 

1* Talks before faculty^ PTA, and other groups within the school* 

2* Talks before civic clubs and other organizations in the community* 

3* nie community survey* 

4* The advisory committee* 

5* Contacts with training agencies* 

6* Cooperation with all groiQ>s and clubs within the school aty j support 
of all worthwhile projects of student organizations* 

7* Menbershlp and participation In professional and civic organizations* 

8* Acknowledgment of service to school and to the program* 

Bie DCT student Is an Important factor In the public relations program* It 
% 

should be remenbered that this is true at all times In the school^ In the business 
coomunlty^ and in his social activities* His appearcmce^ conduct^ ahA performance 
should always reflect credit on DCT* 



The coordinator should assume the responsibility of Iceeplng parents infomed of 
all activities of the DCT progrcuns* 

The student body and school staff as well as the enqployers or training ^igencles 

MUST be Informed about what the DCT trainees cu^e doing Inoorder toi 

1* Secure more and better qualified applicants for the DCT program* 

2* To gain the whole-hearted cooperation of the teachers and 
administration * 

Hie best publicity medium of all Is the DCT trainee himself* The satisfied 
employer becomes a constant booster of DCT In the local conmunity* Also> a 
successful trainee can attract more prospective trainees from the student body 
for future years than anything else that could be done or said* 

Hie coordinator should stress the value of DCT training to the sbhool^ conmunity^ 
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employers, and trainees, and mlnlnise personal pi0>liclty in order to aohieve the 
desired results and prevent antagonising other faculty menbers# 



DCT publicity should be continuous, well planned, and tlinely* 



PIANMING ASRAD FOIit NEXT YEAR 



The DOT coordinator makes preparation for the follovlng year's prolan In the 
opting prior to tine school's registration activities* The foUoViflng steps 
should be taken i 

1. Intervleir prospective trainees 

2* Accept completed DOT applications 

3* Investigate emd compile students' records^ ehlch should Include 
Information from counselors cuid teachers' confidential reports 

4* Administer desired ajitittide hndl Interest tests 
Select students 

6* Make homis visits but avoid those that mlc^t create enbcu^rMsment 

7« Mate as many J<5b placements as possible after detailed orientation 
with stixlbint, the employer^ and the parents* Cautions It shouJd be 
made cler^r to everyone concerned that students enploysd during the 
summer a^ns prospective DOT students ahd have had only miniimim 
orientation 

8* Maintain contact during the summer with training agencies which employ 
students* 

Generally^ most teacher -coordinators are enployed for eleven Bsnths during a 
school year* The advantages of enployment beyond ten months the followings 

!• Gives the teacher -coordlniitor time to carefully screen the applications 
of prospective trainees 

2* Enables tlie teacher-coordinator to visit the honaes of the cooperative 
training applicants and confer with their parents 

3« Mates possible an extensive survey of training agencies and thus 
affords a wider selection of agencies from which to choose 

4* Provides onple time for more elaborate publicity media * such as 
speeches to civic clubs 

5* Give the teacher -coordinator more time for research enables 

to- plan, more effectively his related study work^ particularly general 
related study units for the following year. 

Program Advancemen t 



If student placements have already beer made one main purpose of summer enploymettt 

ml^t well be the advancement of the program. Following Is a partial list of 

activities that cc»uld be done to advance the progiam and aid In Its laprovementf 

1. Extensive training agency survey - extending the file of agencies^ 
adding new places of business^ and removing old ones that have gone 
out of business^ etc. 
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2 . 

3 . 

k. 

5 . 

6 . 

7 . 

8 . 

9 . 

10 . 

11 . 



feeewch - making etudles concerning follow-up of former studenti, 
Industrv* naterlala and ideas, following trends in business and 

of fiies - developing better methods of filing, 
removing old material and «d<^jng new * 

^ extenslw of library - developing methods of check out and 
mterlair^”® obtaining new materials, doing away with out^ted 

”!! ■ painting, re-arranglng, etc.; working on 

boards, typewriters, etc. 

^ «»■>' ohop. for the 

^ odvancement, 

■ "““"8 available media, developing news articles, 
^TChures, sl^ans, outlining possible talks, etc. 

^s^ccs^ttee wwk - fonmilatlng committee, appointing of 

year llstlna Initial uetlng, planning of operation for the 

^ar, listing needs and services the committee can fulfill. 

«ub program - fomuUtlng plan of operatlonTp^lbteproiects etc 
Development of related stuiy materials - plainl^ u^sfSwrlil 

5tS^S^Lf »aterlals, books, flLs, sSfaSj^'ete! 

naKing home visitations, counsellnR. testlnir. mtr>. 
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KESPONsiBiLrry of tse coordinator 

®ie coordinator should be a part of the total school. He should a definite 
attempt to attend all regular faculty meetings and pre-planning and post-planning 
sessions of the school. He should be wflling, vhen possible, to accept added 
responsibility as an active faculty member. Success comes easiest vhen the full 
cooperation of faculty members is secured. He should not ask for special favors. 
He should keep the principal and appropriate officials Informed of his visitation 
schedule and maintain a professional attitude that will reflect credit upon him- 
self and his program. He should keep relations with fellov teachers, professional 
organizations, and community leaders on the highest ethical plane. 



To the School 



ssw w* W4*« j.«5i/N/iiDxDxxx(/xco ux a coorainaTior voujua oe impossible. Follov- 



Ing is a partial list that will indicate the ty]^s of responsibilities the 



coordinator must assumes 



1. Stay vithln established chcumels of communications in all official 
matters 

2. Have a controlled, systematic, and well planned publicity program 

3. Encourage DOT students to participate in other school functions vhen 
they have the opportunity 

U. Use good Ju d gm e nt in student selection and placement, bearing in wUmi 
the velfare of the student 

5. See that the progran is organized and planned in accordance vlth 
existing state and local requirements and regulations 

6. Secure all Infonnatlon possible on the cooperative training program 
in order to become thorou^ly familiar with every phase of it 

7» Explain the program to the school, students, employers, parents, and 
community 

8. Prepare and keep proper records on all trainees and submit the necessary 
reports to the local and state offices 

9» Maintain a follov-up record of all graduates from the program. 
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CLUB AOTWITIES 



Ob.lectlven of Cooperative Education Club a 

A most important phase of the DOT program is the pcurtlclpatlon of the cooperative 
8t\;dent in the club program. The student -learner vorks in the afternoon so his 
schedule does not permit participation in many of the extracurricular activities 
of the school. Therefore, the need for some social activity based on mutual 
Interests is necessary. The problem is alleviated by a local club having a vide 
variety of activities. The coordlns' yr acts as the advisor for the clxib. 



The student -lee rner on graduation from high school should have a background 
of technical information and skills; he should also have knowledge of and an 



appreciation for his responsibilities as a citizen. Without such understanding, 
the individual may have limited effectiveness in community affairs. Therefore, 
the development of an efficient social and civic -mnded individual should be an 
lnqportant objective of the DOT piogram. The objectives as listed by the consti- 



tution of the cooperative education clubs are as follows: 

1. To promote the growth and better understanding of cooperative vocational 
education in the school, the community, and the StSte 

2. To foster the best possible spirit of cooperation between employer, 
trainee, school, and parents 

3 . To encourage the undertaking of some worthy sch;K>l or civic project 
by each local club during the year 

U. To encourage local clubs to bring employer -employee groups together 
annually throu^ employer -employee banquets euid other activities 

5 . To encourage local cl\ibs to direct their efforts towards the development 
of leadership, scholarship, and vocational proficiency 

6. To coordinate the activities of the various local clubs in order that 
all shall be strong for a common piirpose 



Club Participation 

The organization of a local DOT club should be completed as soon after school 
opens as is practical. The handbook. Parliamentary Procedure for Coo perative 
Education Clubs of Florida, will prove very helpful in the organization of a 
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DCT cliib* (Bie parliamentary procedure handbook can be obtained from the 
Cooperative Education Clubs of Florida^ 215 Knott BuildlQg^ Tallahassee^ Florida^ 
at a price of $1»50*) Guidance by the coordinator on the duties of the diffe- 
rent officers will help the student -learners to choose a better gualified slate 
of offl'^ers* 

At the initial meeting designated for club formation^ the coordinator •hpnld 
outline the objectives, the procedures to be foUoved, some possible projects 
to be completed during the year, and in general present an overall view of the 
functions of the DCT club* 

C1U> dues are paid by menbers to the local cl\b and also to the state federmtlom 
of clubs if the local club affiliates vith the state organisation* A portion 
of the state dues pays for copies of the state club piblication and for a state 
club pin* 

A local clib constitution should be foxmulated as the governing basis for the 

clii)* lev clubs must submit their constitutions for approval by the Executive 

Board prior to the Boeud's first meeting of the year* The local constitution 

and operation of each cltb is governed by local conditions but must not conflict 

vith the state constitution* A list o^ some sxiggested club activities foUovss 

1* Civic and school projects 
2* Picnics 
3* Dances 

4* Assembly programs 
5< Badio and TV programs 
6* Fund-raising projects, if necessary 
7* Emplc^r-employee banquet 
6* Open house 

9* Preparation for district meeting* 

Of the many possible activities, there are tvo that merit special considerations 
the enqiloyer-eiqployee banquet and open house* 

6l 
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Eaplpyer^Bmployee Banquet 



The purposes of the employer-employee banquet are: 

!• To express to enqployers appreciation for their participation In the 
program 

2« To give employers a better conception of the job uhlch they an& the 
school are doing 

3* To bring about a better understcmdlng among employers, school, and 
student -learners 

To provide a practical learning situation for students 
3* To present to enqployers certificates of appreciation* 

The DCT trainee benefits from the planning, participation, preparation, and 
presentation of the employer -es^lcyse uaaquet* It is suggested that a unit uu 
etiquette be studied during the General Related Study class prior to the banquet* 
Every student should have a part In the banquet preparations* Committee 
assignments for each may tend to enhance participation* Some Items to be con- 
sidered In planning the banquet are: 

1* Location 

2* Budgets, costs of entire program of events to be presented 
3* Special guests* the state officials, county siqierlntendent, high 
school principal, and advisory comnittee and their wives should be 
Invited If finances permit 
4* Entertainment to be presented 

5* Speaker or not^as the club may desire* A guest speaker Is recommended, 
6* Pid>llclty* nie enq>loyer -employee banquet can be one of the year's 
most effective publicity devices* Invitations should be extended to 
the newspaper reporter or editor and the photographer* The cosnlttee 
on publicity can prepeure write-ups In advance* The local school paper 
should be Informed and a representative Invited 
7* Introduction of enqployers by enqployees* Trainees should learn and 
practice the correct method of Introductions during study of the 
etiquette unit. 

8* Before the date Is set, the speaker should be consulted, the school 
cale n da r and outside conmunlty activities should be checked for 
conflicts* 

Open House 



The open house may be held at any time during the year* (in some high schools 
this Is an all-inclusive prograia*) Employers, parents, and faculty meid>ers Should 
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be invited* The classroom should be arranged at iti best with appropriate 
exhibits study materials set up to show what the class is accom p l i shing and 

the scope of studlent training* Refreshments may be served and a brief student 
program of entertainment offered* 



The Official Publication of the State Federation of Cooperative Cldbs 

state federation of cooperative clubs distributes a pid)Ucatlon to the 



th« ottttb cluu prugx-aia* 
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ship dues a"d lb is^rinted und,^z the director of the state club sdvlf''r who Is 
a staff mentoer of the State Department of Education* The Executive Board and 
the state advisor select an Individual to edit the piibUoatiom each year* The 
pubUcatlon carries local, state, and national news of ocawem to the ooopsrativs 
education student. The p\i>Ucatlon is phhUshed periodically durliig the sdbool 



year. 



PifeUcity 

Clifl) activities should merit publication in the local newspapers and mention over 
the local radio news period. Hews releases of aU kinds Whould be oonplete and 
distributed to all media at the same time* The coordinator should proof»-resd 
and supervise aU releases. He should assist in selecting and sid)mlttlng good 
material to the offlcal organ of the state federation for publication. Good 
photographs of club activities and trainees on-the-Joto are important in 

securing adequate publicity* 

Club participation in coomunlty service projects may be highly deslreble. 

Bed Croes, coBanmlty chest, cancer and heart drives are only a few that could 

be acceptable to the local clib. 
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District Meetings 

Local cl\A)S are grouped into districts on a geographical basis, and a nn ual 
meetings are held, at vhich time district officers are elected. The dates for 
these district meetings are set by the Florida activities assooistion. They are 
usually held the early part of the calendar year* *5i-c district meeting Is one 
of the most Interesting events of the entire school year for the DCT students* 
However, in order for this meetins to accoBroHah ite purpose, a Jcol «r 

planning vork must be done by each coordinator in the district as veil as 
the coordinator who viU have the meeting held in his ccomunlty, designated as 
the host coordinator* There are two primary functions of the district meetings S 

1* To hold a business session, and elect a district representative. 

2* To bring all the students of the district together in order that they 

can become better acquainted vith the overall program and vith each other* 

The individual coordinator should stress the vital necessity of all the members 

of his or her club attending the district meeting* The practice of parliamentary 

procedure should be utilized as a generally related study siJbJect prior to the 

district meeting* Each student should be encouraged to participate in at least 

one convention event if possible* 

State Convention 

The State Convention is the eliminating event of the year and is usually held in 
May or late April* The locai. clubs are organized into a state federation of clii>s 
vhich has for its chief functions the publication of the official organ of the state 
federation of cooperative education clubs, the administration of the activities 
of the State Convention, the stipervision of the district meetings* The meid>ershlp 
of the state federation consists of student -learners in DCT, EB, andCSB programs 
who are in good standing* 



The annual business meeting of the state federation is an important feature 
of this convention* Delegates from the various local clUbs nominate elect 
the State Officers from the panel of District Representatives elected earlier 
by the members of their particular dlstilct at the District Conventions. The 
District Representatives also constitute the State Executive Board. (See the 
State ConsT^itutlon for auni>er of voting delegates from each local club to the 
State Convention.) 

Certificates of Merit 

Each club has the privilege of auarding "Certificates of Merit" to student- 
learners for outstanding achievement during the school year. Bie basis of the 
award is left to the local program* 

®ie forms are issued by the Distributive^ Cooperative, and Business Education 
Section of the State Deparlmient of Education* The awards may be presented at 
either the Employer-Employee Banquet, Award Asseid>ly, or a Graduation exercise, 
or at a time deemed appropriate by the coordinator. 
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APPENDIX A 



Forms to Be Used with DOT Prograitas 



State required forms 



DGE-1 

\ TYTE-5 

i 

DCE-3 

DCB-5A 

DCE-C 



Initial Cooperative Education Class Report 
(Due In the state office October 10 ) 

Final report of Cooperative Education Classes 
(Due after end of school year) 

Application for related study exemption in DCT 

(Must be approved by area supervisor prior to October lO) 

Report of Salary and Travel Expenditures 

(Used by administrators in semiannual report) 

Instruction Units 

(Used by administrators in requesting class approval) 



Local forms (optional) - 

The following list of optional forms are su(igested forms only. They are 
samples that could be used in their entirety or portions coidd be used with 
additions. These are to be used only as guides for coordinators in constructing 
forms to fit their local situations. 

Survey for new program 

Student Interest survey form i 

Commmity survey form i 

Permanent record card ] 

Student -employer agreement 
Card of introduction 

Coordinators visits ' 

Students weekly production record (time card) 

Budget sheet 
Related study sheet 
Progress report by employer 
Application fo-^a 

Teacher's confidential evaluation | 
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3iaa4ture of ;^nnclpal ~ Sl^iatuTe of Director or $uperlnte&dexi^ 



1 . 

2 . 

1 : 



7. 



(back of DCE-l) 

INSTRUCTIONS FOR COMPtBTINO DCB-1 (Revised September, I962) 

Reading 

Check tj» appropriate cooperative education program in the amall box provided. 
Write the school name and code number . You will find your school nun£er 
listed on the enclosed list. 

List the city In which school Is located. 

List the county and county code number. The county nunber Is provided on the 
attached list. 

List your name as it appears on your teaching certificate. 

List your certificate number. 

Give date this report is forwarded by you. 

Special Columns 



Column: 

1. List the social security number of each student. 

Give name of student- last name first in alpha^tlcal order* List boys 
first; then girls. 

Sex and race are to be coded as indicated: 

1. White N female 6. Oriental* male 



2 . 

3. 



2. White,. male 



1 : 



U. 

5. 

6 . 

7. 

8 . 

9. 

10 * 

11. 



7* American' Indian, female 
6. American Indian, male 
Other ^ female 
Other, ii.ale 



X a 



Negro, female 

Negro, male 9. 

3* Orlenl^l, female 0. 

Give grade in school, either 11 or 12. 

If a Junior in program 1st year, put 1. 

If a senior in program 1st year, put 1. 

If a senior in program 2nd year, put 2. 

If student is enrolled in General Related Study, place an . 

(if no X is placed in GRS column, a 2 should be in column 3) 

If student in enrolled in Specific Related Study, place an 
(Note: If no x is placed in the SRS column a DCE-3 Exemption Form 

should be on file) 

Give ultlmatf} career objective as indicated by student. Do not give 
career objective for end of school. 

Ifee code sysibea furnished. For example, a student working aa an office 
machines operator would be listed as 1 x 23* 

Give name of training agency. 

Ifee stondard industrial classification code furnished to give 
classification of business training agency. ^For exzunple, if a . . 

student is working in a Savings ana Loan Institution, the number would be 6l2. 

NOTE: Mall original to: 

DGS Section 

Room 213, W, V. Knott Building 
Tallahassee, Florida 



Copy to Area Supervisor: 

Area I - Jack P. McClellan 

Room 213, W. V, Knott Building 
Tallahassee, Florida 



Area II - 



W. P. Danenburg 
301 S. Orlando Ave 
Winter Park, Fla. 



V.; 

K 



Additional copies should be meide and distributed to the Principal, 
Director! or Superintendent, and any other designated local officials. 



i 

1 
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Form DCE -2 
(Revised Sept. 1962) 

cbbI 

DOT 

DE Ll 

School NSme School Code Ho* City baanty County Code Rd. 



Coordinator Date Report ftilKsltted 



Social 

Security 

lfuiift)er 


1 0 *' 1 

Name of Si:udent 


1 :s) F) 1 

Total Related Study Hours 


1 P! J 

xwucu 

Hour? 

Work 


1 

nverage 
Rate 
of Pay 


( 7 ) 

Total Earnings 
for Year 


( 8 ) 

poll* 
ow Ud 


General 


Specific 



































































































































































































































































































































FINAL REPORT OF COOPERATIVE EDlfCATION (jHlASSES 

(DCTi OBBi DB) 



Signature of Principal 



Signature of Coordinator 
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Signature of Director or Superintendent 
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(beck of DCE - 2) 

INSTRUCTIONS FOR COMPIETING DCE-2 (Revised September, X 962 ) 

Heading 

1. Check the appropriate cooperative education program in the small box provided. 

2. Write the school name and code nuznbcr. You vill find your Bchool number listed 
on the enclosed H^t* 

3* List the city in vhlch school Is located. 

4. List the county and county code number. The county nuniber is provided on 
the attached list. 

3 . List your name as It appears on your teaching certificate. 

6. List your certificate munber. 

7 . Give date this report is forwarded by you. 

Special Columns 

Column: 

1. List social security number of each student in the exact order as submitted 
on the DCE-1. This must include all students who were dropped, transferred, 
or withdrew. 

2. List name of student in exact order as on DCE-1 

3. Give total hours student received general related study during school year. 

4. Give total hours student received specific related stu^ during school year. 

3 . Give total hours student worked on his Job. 

6. Give the average rate of pay earned by student for the year. 

7* Give total amount student earned on the Job. 

8. Use the following code for column 8: 

R - Re-entered regular program 

T - Transferred to another school 

W1 - Withdrew for full-time employment 

W2 - Withdrew for marriage 

W3 - Withdrew to enter armed forces 

W4 - Withdrew due to failure during school year 

W5 - Withdrew for other reasons 

S - Satisfactorily completed year’s training 

F - Failure 



K®-3 July, 1961 



APPLIOATION FOR REUTED STDDT EXEMPTION IN DOT 
(To bo flubiiilbtod In brlpllcoto to Aroo Ovpoprloot*) 



Coordinator! 

Address! _ 

It Is requested that the below»llsted student be 
study and the course substituted as Indicated! 



__ School! 

_ Date! 

exempt from specific related 






Name of Student! 

Type of Training! 

A course in 
Related Stuc^« 

Reason for this request! 



■ M F Oradei 

Training Agency! 

is to substitute for the Specific 





Requested byi 



Signature or coordinator 



Approved by! 

Signature of Principal 

DO WOT WRITE IN THIS SPACE 
Approved! ____ 

Not Approved! 

Remarks! 



Date! 



Area {Supervisor 
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Period Covei*ed by Report Signwtuire of ViMfifying ^^iciS^ 






tTATE OENRflCNT OF EOUDATION 
OISTOttUTiVE, OOOFCIlAMyCf AND ■IBIMESS EOUDATION SEOTION 
iMlnMlIen lAilta TALUNAItEEf FLONlOA 

me Fara 0 OmiAw 

(Effatllva ihily I9C1) ^ 

Naporl Na« 



1^ ORMTION FM AFFRfVAL OF OUtOEt FON YEAN ENDtHI «IUNE 30, I5 
(Orlflaal aaO Tat Oaolaa la Da IMIlaO la Araa ONoarvlaar af DIalrlDallva, O aaparallaa, aaJ Baalnaaa Cdaoallaa) 
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(Naaa aa IDaiai aa Owllflaala) 
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fa llw Daal af ay Iniaaladfa Iha akaaa lafaraallaa la Iraa aad earrael and IKa alaaaea rapnrlad will Da ayaralad la 
aeaardaaaa wllD IDa tiala Flaa far Vaeatlaaal Cdaeallaa* 



tlfaalara af Caaaly Saparlalaadaal ar tacal Oitraalar Farwardad 

Aypravadi llala Oaoarlaaal af Edaaallaa Ap^raaal Raeaaaaiidad Dy __^Talal Ualla Ayiravad 

Araa taparvlaar 

•y 

ttala Saaarvlaar far DIalrlDatIvaa O wayarallaa^ aad taalaaaa EAMallaa Dala 
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(back of Form C) 
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H B!EROCnOIB FOR FBEPARUia DISTRIBUTIVE, COOPERATIVE, AND BUBUSSS EDUCATION FOfM C 

The original and t' copies of this report are to be submitted to the Area Supenrisor of 
DistributiTe, Cooi at*ve, and Business Education, State Department of Education, 
Tallahassee, Flor:^, co^ring all distributive , cooperative , and business education 
classes to be conducted within the county during the year July 1 throuc^ June 30* Report; 
should be forwarded to the Area Supervisor for approval prior to the opening of dasses. 
One copy of the form will be approved and returned to the county for its files* 

Nunber the initial report ”1” and each supplementary report in numerical order thereafter 
(second report submitted would be ”2", the third etc.) 

List each class separately, using one line for each. If possible, group classes together 
; by type or classification. Course outlines should be on file locally and are to be 
Bidbmitted to the State Department of Education upon request. 





INFORMATION TO BE USIED IN EACH COIOfll 


Column 1 


Program or Subject: Insert here the name of the course. (Exaqples: 
Cooperative Business Education, Distributive Education, Diversified 
Cooperative Training, Real Estate Sales, Fundamentals of Selling, 
Vocational Typewriting, Shorthand and Transcription, etc.) 


i Column 2 


Course Nunber: For all adult offerings. Insert here the nusber of thb 

course as listed in Bulletin 'l(M~2» (Exanq^les: BU3-4, DIS-19) 


Column 3 

k 

t 


Type of Class or Program: Insert "HSC" for Hig^i School Cooperative^ "AEB" 

for Adult Distributive Education, **EBE” for Evening Business Education- 
Adults, and "IBE” for Day Business Education -Adults. 


k 

1 Column 4 


Teacher at Beginning of Class: Insert name of teacher when course starts. 
If an Instructional change is made, submit a supplemental Foxm S at the. 
time the change is made. 


; Column 3 


Date Class to Begin: Insert date this class will begin. 


CoXijnn 6 


Date Class to Close: Insert date this class is expected to close. All 
classes must be closed out on or before June 30. 


Column 7 


Total Nunber Hours Class to Operate: Insert total nunber of hours during 
the fiscal year this class is expected to operate. 


Column 8 


For State Department of Education use only. 

All Ulasses requested on DCE Form C should be accounted for on BCE Fozm E. 
Classes \blch fail to materialize should be reported with^the appropriata 
Foxm C code nunber and a notation stating, "Did not open. 



7 ^^ 




SURVEY FOR MEW PROGRAM 
DCT 



1* Upon explanation to the student body^ bov many rising Juniors and rising 
seniors have you found vho express an Interest in the program for next 
year? Rising Juniors Rising seniors 

2. Attach hereto or describe on reverse side information gathered from the 
business ccxmiunity and other (l) relative to the probable availability 
of the Job place’T -ts next year and (2) the Interest of business and civic 
groups in the in? , nation of the program in the hig^ school curriculum* 

Do you have a person who possesses the educational and work experience 
requirements for initial certification? Name 

4 . Would this person be willing and able to attend a 3 or 6 week simmer coivse 
beginning in June at Florida State University in Methods for Cooperative 
Education Programs? 



5 . 

6 * 



8 * 

9 . 

10 * 



Do you wish the State Department of Education to refer to you names of 
potential teacher-coordinators? ______ 

Will a classroom be available throug^ut the day for the use of the teacher- 
coordinator? 

List the amount available for purchase of instructional materials? 

($10*00 per student per year recommended for new programs* $5*00 per 
student per year thereafter) 

List 8it)Ject8, if any, outside the DCT currlculim that the teacher-coordinator 
will be eaqpected to teach* - 



Could the teacher-coordinator report for duty on August 1 and ^tend the 
Annuatl Cooperative Education Planning Conference? Yes , ^ ■ ■ - 

Will financial provision be made for the relabursement of the te acher- 
coordinator's (l) local travel expense, (2 travel to State Department of 
Education called In-Service Training Conferences (not to exceed two 

annually)? 



School 



Signature of Principal 

Signature of Director of Vocational Education 
or County Superintendent 

Date: 
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DIVERSIFIED CXX)fEItATIVE TRAIHIRG 



Hl(5h School 

STUEENT IinEREST SURVEY FORM 



Name of Student Date 

Study Major Year 

(type of tract) 

I am employed part-time Yes Mo 

Occupation 

Name of Employer 

Address of Employer - 

I am not currently working but I am interested in Diversified Cooperative 
Training. Yes _____ Mo 

I am working and feel I would benefit from classroom orientation in DOT and 
that it would help lae do a better Job. Yes Mo 

I am undecided. Please give me additional information. _____ 

Signatui'e 

Homeroom Teacher 



Homeroom Munber 



DIVERSn'IBD OOOFSRATIVE TRAUIIIIO 
COliiUNITY SURVEnr FOBM OF BUB1NB8S ESIABLIBHMEHIS 



Name of Firm 

Type of Establishment 
location 



Date 



1 . 

2 . 

3. 

k. 

5. 

6 . 

7. 



QUESTION 

Is the employer willing to enter into the 
program? 



YES 



Does the establishment have ade<]uate etjuip* 
ment omd types of work to |>rovide all-round 
training? 

Has the plan of training and objectives been 
thorou^ly outlined to the en^loyer? 

Does he seem to have a clear understanding 
of the plan cuid objectives? 

Are working conditions in the establishment 
satisfactory? 

Is it possible for student -learners to receive 
instruction on the Job by competent workers? 

Is the establishment's reputation satisfactory 
as to: 



a* Social factors? 
b« Economic fectors? 
c« Labor relations? 

8* Are the conditions satisfactory as tot 

a* Health? 
b« Morals? 
c. Work? 

9« Are wage scales comparable to those generally 
found? 

ID* Is the attitude of employees favorable toward 
the program? 

11* Is the establishment accesEible? 

12* Are stemdards such that thc;y will furnish a 
minimum of hours of training? 

13* Are training facilities of the type to provide 
training in modem methods? 

lb* Is the personnel of the organization of hic^ 
character? 

13* Do the employer and personnel have a sincere 
interest in the training o:f student-learners? 

l6* Do the employer and persomel appreciate the 
value of technical trainini; as it relates to 
the Job? 

17* Are adequate provisions made for the protection 
of the physical and mental welfare of the 
student -learners ? 

l8* Will the student -learners be under the supervision 
of a qualified workman all the time they are on 

the Job? 
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{Sack of Fcfjnanent Record Card) 

JOB PLACEHElfr RECORD 

\ 

Training Agency Type of Work Person Responsible Dates of 

for Supervision Employment 



Work Hours Wage Rate 



Wage Increase (date) 



Employer 



EMPLOYMENT AF1ER lEAVING SCHOOL 

Position Dates of Enqployment 
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DIVERSIFIED COOPERATIVE TRAINING 



STl!EENT*S AGREEMENT 

(To be 8ie;ried prior to acceptance of DCT application) 

The DCT is planned to develop a student academically^ economically^ and socially* In 
doing this^ theie are def di.nl te things that must be done* There are responsibilities the 
student must reelize and agree to cooperate in carrying out to the fullest extent* 

As a condition lor acceptcmc i into the DCT program, I therefore agree to the follotvingt 

Part 1 

1* To be regular and on time iii attendance at school and on the Job* 

2* To notify my employer, and my coordinator in advance, in case of necessary 
absence* Under no circumstiances may a student report to work on a day Vhen he 
is abseni; from school* 

3* To attend an ei^t o'clock class if necessary* 

4* To accept guidance, counseling, and constructive criticism from the coordinator 
cheerfuli Ly without silent contempt* 

5* To perfo-cm related study assignments, keep a monthly budget, other reqxilred 
forms, and necessary assignments with earnestness and sincerity* 

6* To perform all my duties on the Job in such a manner that I will reflect credit 
up on myself, the program, the school, and the coordinator* 

7* To know that the coordinator is the recognized authority for making adjustments 
or changes In the training on the Job* Parents or students are to contact the 
coordinator first rather ttian the principal or employer whenever a problem 
concerning the Jcti arises* 

8* To know that if mjr attitude, my conduct, or my work is not satisfactory, my 
training; can be dlscountinued and I will fail the course* Bie coordinator is 
responsible for only one placement for the student* 

9* To know that 1 must contin’je my training throughout the year, or for two 
semestei's, or else lose my credit* 

10* To attend, willingly, the Employer -Employee Banquet with my employer as my 
guest and to share in the necessary expenses connected with the banquet* 

11* To have a medical and dental check-up by a doctor of my own choice before 
enterin; the program* 

12* To present my birth certificate or proof that 1 am in the process of securing 

13 * To know that it is my res|K)nsiblllty throu^out the year to be well dressed and 

groomed both in school anci on the Job* t-t 4 .uj 

l4* It is understood that the failure to comply with Part I and Part II of this 
Agreement will be Just cause for dismissal from the program* 

Part II 

Since the DCT Club is a part of the regular program, I hereby agree to the following: 

1 * To attend regular scheduled club meetings* 

2* To pay State Club dues and local dues as set by the Club. 

3 . To attend the district meeting which is held once a year* 

4* To work toward the succee-s of individual and group projects* 

Student's Signature 

Parent's Signature 
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DIVBl^IFIBD COOEERATIVB TRAININO 
CARD OF INTRODUCTION 



TOl 



Miss 

Mrs. 

Mr. 



Date 



Firm name 
Address 

IntroduclKig 

As an applicant for 
Appointment time 



Telephone 



Please return this card at your 
earliest convenience. Thank you 
for your consideration 

No. ___ Reason 

Coordinator 



EMPIOYED7 (pleeise check) 
Yes Date hired 



Signature of Employer 



School 



Telephone 
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DIYISMSIFIBD COOHSRAllVB aWNIIW 
Coordinator's Visits 



Student's Name Place of Employment 



Assigned Hours Address 



DAIS 


COOliDIliAirOR'S REACTION AND COMMENTS 
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DrV£nDirii!iD CCX)rj!tHiu;£vS jjnAInlfiG 
STUOBMT'S \mm mOIlUCTION HBOOIll) 



Student's name . Employer 

Supervisor's name - 

Week dating frott ■ - — to - . - ^9 ^ 



total hourly total ■■ ■ 

Day in out hours wage earned Jcjbs performed 




Totals 



SDMMAHY OF WEEK'S WORK: 

What problems came up on which you would like help or class dlscusaionT 



What mistakes did you make? How did you handle thie situation? 



What new Jobs or procedures did you learn from your work this week? 



Give a description of the most Interesting incident or experience you had 
this week. 

Other comments I 
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0IVER8IFIBD COOIUBATIVB TRAINIIK^ 



BUDGET SHEET 

It Is rwconmended that a budget book be purchased from a variety or stationery 
store to be used by DOT students for the purpose of accounting for money earned 
and money spent. These budget books are already used In a number of programs 
throughout the state and have been found to be quite satisfactory, nie book 
retails for approximately ^0 cents* 

The book Includes Instructions on usage > hou to Inventory personal finances; 
space for all entries; and space for summaries. The book has available space for 
one year and Is nicely bound vhlch adds to the convenience of the student’s 
usage. 

Following Is the title of the book; publisher; and form number: 

BUDGET BOOK 
with expense record 

vniltman Publishing Company - Racine; Wisconsin 
Form 3735 
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DIVERSIFIED COOFERATIVB TRAININO 
REIATED STUDY Sll^fARY 



Occupation: 


Student 






Employer: 


Week 


to 












Date 

Assigned 


Lesson Summary 


bate 

Completed 


Grade 












DIVEBSIFIED CCX)FERATIVE TRAINING 
Progress Report made by Employers 

Name of student worker Date 

Employer 

Supervisor 

It Job competence - How well does this student meet your normal stemdards of 
performance? Very well Average Below average 

2t Progress on the job - Is this student showing evidence of satisfactory 
growth? Yes No 

3# Relations with other people: 

At How well does this en^loyee respond to supervision? 

Very well Average Below average 

B t How well does this student get along with fellow workers and vice versa? 

Very well Average Below avereige 

Ct How well does this enqployee represent your company in public contacts? 
Very well Average Below average 

4t Attendance - Has employee *s record of punctuality and regularity been 
satisfactory? Yes Somewhat No 

5t Dependability - How well does he accept responsibility and follow Instructions 
ceurefully? Very well Average Below average 

6t Initiative - Does he have constructive Ideas? Is he a self starter? 

Yes No 

7* Appearance - Does this employee meet your standards of grooming for this 
job? Yes No 

6. General comnents: 

A* Student could profit frcxn suggestions for Improvements in these areas: 



B. Student appears to show strength in these areas: 



Cs Additional comments or suggestions?. 



9* Have you discussed this employee's progress with (him) (her)? Yes No 



Employer or Supervisor 
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O^iOrUENTIAL 



OONFIISimAL 



DIVEBSIFIED OOOFBRATIVB TRAININQ 



Supervisors Rating Chart 



^[student - Learner) 



(Training Agency 



Qualities 



A 

Superlor 



Appearanee 

Memner 



Initiative 



Industry 

Accuracy 

Loyalty 

Coop- 

eratlon 

Respon- 

slblllty 

Knowledge 

Enthusiasm 

Progress 

General 

Evaluation 



B 

Bxcel 



C 

Good 



D 

Fair 



Explanation of Rating 

Consider neatness , cleanliness^ 
and appearance of dress. 

Consider courteous treatment of 
customers and other employees. 
Consider ability to work without 
directions . 

Consider ability to keep at a 

.job after starting one. 

Consider correctness In perform- 

Ing all lobs. 

Consider faithfulness to the 
training agency. 

Consider willingness to work 
with others. 

Consider dependability and 

reliability. 

Consider possession of necessary 

.job knowledge. 

Consider attitude toward entire 



.lob. 

Consider any Improvement 

shown. 

Consider the student's value 
to you. 



General Remarks Concerning Student: 



Supervisor's Signature 
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Divemipud <!>oopeiiative Training 

WORK AIPPRAISAL FORM 



STUOCNT** NAMI 



HIOM RCMOOL 



TRAIMtMO AMNCV 



* check in the squaie which best describes the student’s work now being done. Consider each characteristic 
separately regardless of where appraisal falls on an/ other characteristic. Use only one check for each line. 



1. ATTENDANCE AND PUNCTUALITY 

CCmMcr «rMi hom aMigMd. Cwidto 

UMt law Mt kti^ icMOM Inawaca ywm* ttUmaig). 


Ra^eM 


•btem or tmv 


- 

rMqwwiiir 
onoe»f or tony 


□ 

Uadoyevdolile 


□ 

Akyt or jyiy 
WitlOMt IMtlcO 


2. JUDGMENT AND COMMON SENSE 

(CmmUa MUtr *» tcadi MMnd AmUom. I* hMdk 
■Muul Mtnati^ frfr itoAtAaMi). 


, o 

EKcepioMl 


□ 

Bowid 


Si 


2 


.iJBt 


3. ATTITUDE 


Rim dititiMB 


□ 

Good 

■ttitiido 


□i] 


£. 


□ 

^MRntnMo^ 


4. QUANTITY OF WORK 

(OMMUcf —— t mA ipnA wt wmk). 


uO. 


iB 




£ 


■■ D 


5. QUAUTYOFWCRK 

(GhmUcc ■ccMBcy mA AafMghBMi). 


MlS« 

qMlitr 








•S. 


6. DEPENDABILITY 

CCboAAcf COR Aotw, ^■A^l^n> raA AUHtjr to MImr a 
Jab lknHi)i to caRqAcdao). 


CamtSw&fM 
b« ramieR mi 


□ 

CoiMcIctvtKNiB 


U^Sfy 

renovne 


»• 

^wvsyra^dWNto 

mMBf prcaMio 


•to— 

VmBOnOOM 


7. INITIATIVE 

WtoMK^Mkr to BRridpaH tURfa to Aa aoA tr- 


□ 

Aairi^ 


o . 

Rt, 

pnr*TCiioM 


□ 

fmiiiCMlly 

kiitlotM 




JS, 

totoMSapw^ 


8. INDUSTRY 

(CMMlAct RlilWaa amblag thoa to bao aAraataaa). 


J3. 

MHniMMil wwK 


□ 

IXlM RMMMQ 
work ntworiy 


□ 

NooRb oocoiIomI 

R 

yroaong 


WraAtBataRC 


□ 

RcMom rowki Ofm 
MMOt prOMWO 


9. ADAPTABILITY 

COrmMcr l9 IcRm mi4 ictsfai iNsimclliNts 

iW 


J9L 


lBs 

wIlll COM 


AtSL 


toP.. 

Maw to 
ham 




10. PERSONAUTY AND APPEARANCE 

(Cyiiitf ^ IFBWitoif mi dnm$ MUif Ift gee bIoihi 
wMb gRSpMf iMlCRB'Nir)* 


J0L 


OaBojr 

fovonklo 


A^Mge 


Pa^^ 


- p 

umMDinMoiy 



The coordinator will also use diis form for guidance purposes. Please note any characteristics, habits, or mannerisms that you feel 
the coordinator should discuss with the student 



REMARKS: 



OATt 



•l•NATURB or •UrWVIWNI 
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Diversified Cooperative Training 

EMPLOYER RATING OF STUDENT 
Roting of the Student on the Job 



STUDENT'S NAME SCHOOL TRAININO AOCNCV 



In order to itslsl the emptoyer In nniving at a fair evaluation of the tiudeni’a 
protresa* the following will coliidde with the Khool grading fyiteni: 

Excellent A 

Satisfactory with Improvement Shown . B 

Satisfactory . . . . C 

Unsatisfactory with Improvement ... 0 
Unsatisfactory F 




1 

L 


1 


1 

ll 


1 


ATTENDANCE 

Compare actual attendance with hours assigned and payroll. 












PUNCTUALITY 

Consider times late. Do not let reasons Influence this part of 
your estimate. 












GENERAL ATTITUDE 

Toward the Job, superiors, other employees, the public. 












QUALITY OF WORK 

Compare with other workers beginning In this field of work, 
considering age. length of service and hours on the Job. 












QUANTITY OF WORK 

Compare with other workers beginning In this field of work, 
considering age, length of service and hours assigned. 












APPEARANCE 

Compare with standard set by other employees In the occu- 
pation. but consider that student Is handicapped by limited 
Income. 












ATTITUDE TOWARD CRITICISM 

Does this student accept and carry out suggestions without re- 
tientment? 












A9ILITY TO FOLLOW INSTRUCTIONS 

Can this student be depended upon to follow Instructions 
accurately, at all times? 












SKILL 

Don this atudent h,ndl, all asaigned loba wttli accuiacy? 












RESOURCEFULNESS 

Docs this student show Initiative In anticipating work to be 
done, and plan work accordingly. 













The coordinator will also use this form for guidance purposes. Please note any characterlitlca, habits, or mannerisms that yon 
feel the coordinator should discuss with the student worker. 



Remarks: 
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SIONATURE OF SUPEHVISOR 
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REMAI^KS or SUGGESTIONS: 



.III iWlMUliW|l"|MJl|i.UiJ^Wpi,* 



PHOTO 

(Must be atte,ched APPLICATION 

with paperclip for 

to be accept.ed) DIVERSIFIED COOPERATIVE TRAINING 



Date 

Name: 

last First Middle Class Next Year 

Address : _______ 

*" Phone 

Date of Birth: 

*" Age Next Bept. 

Hel^ t Weight 

Required sub jects you must take; 

Total credits earned by end of this year; 

Do you plan to attend college? Other; 

Are you wording now? 

If so^ would you deijlre to work there in D C T7 

L 

Place of Employment 

Type of training desired: Work experience (if any): 

!• 

2 , 

3 . 

4 . 

5 . 
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No* Years Of: 



Bookkeeping 




Typing 




Shorthand 




Math 




Shop (Wood) 




Shop (Auto) 




Shop (Metal! 




Science 













(BACK OF APPUCATION BUNK) 



Name a place vhere you would eepecially like to work: , 

Why? 

Would you like to work this summer? Earliest date you could start * 

Who (or wliat) prompted your interest in D C T? ^ , 

Have you talked with your parents about D C T? Do they approve? 

Parents * Names . 

Father Mothc?r 

Employed at: . . 

CUSS schedule; 

Period Grade Sub^ject Teacher ^toom 

flea^^e blank) 

1st ,, . , 

2nd 

3rd , — , — _ 

Uth , , , I , I - 

5th ■ - - 

6th . II ^ 



CONFU£NTIAL 



CONFinSNTIAL 



DIVERSIFIED COOPERATIVE TRAINING 



OEACHBRS CONFIDENTIAL EVALUATION 
RE:_ 

Dear Fellovr Teacher ; The above-named student has applied for admission Into 
the DOT Program. As you know, many factors other than grades albne must be 
considered in order to select deserving, sincere, capable young people who 
can best benefit by the training this program can offer. Having previously 
tau£^t this student you are In a position to help me greatly In making a vise 
decision In this case. 

Please complete this form at your earliest convenience and return It to my 
mailbox. 

1. Is he prompt? 

2. Is he dependable? 

3« Is he regular in his attendance? 

4. l^s he understand and follow Instructions? 

5. How does he react to criticism? 

6. Is he neat In his work? — 

7« Does he show Initiative? 

8. Does he keep b\isy? 

9« Does he show ambition? 

10. Is he well memnered euid courteous? 

11. Do you think he would be satisfactory 

and would profit by this training? 



(Teacher's Slcpiature) 



(Subject) 



Thanks * 



DCT Coordinator 
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APFBNDIX B 



Sample outline of General Related Study 



Overall outline 



1 . 



3 * 



k. 



c. 

d. 

e. 

f. 

g* 

h. 

1 . 



b. 

c. 

d. 



Employer -employee Re lat ions 
Attributes 
a. adaptability 
b t appearance 
attitudes 
cheerfulness 
courtesy 
Initiative 
loyallty 
tact 

confidential business 
sense of humor 
Parliamentary Procedure 
a. Orders of the Day 
Voting Methods 
Minutes 
Motions 

Main motion 
Previous question 
Commit or refer 
to table 

to take from the table 

(6) to reconsider 

(7) to rescind, repeal, annul 

(8) suspend the rules 

( 9 ) question of privilege 

(10) adjourn 
Amendments 

Call for the orders of the day 
Question of Order 

Appeal from the Decision of the Chair 
Duties of Members 
Rights of Members 
Duties of Officers 
Organization of DCT Club 
a. Organizational Meeting 
Order of Business 

Explain duties of officers and members 
Suggested list of committees 
Duties of committees 
Future plans for club 
Occupational Monograph 

a. Requirements of occupation 

b . Employment prospects 



muu. 

ai 

11 ! 



e# 

f. 

g* 

h. 

1 . 

J* 

k. 



b. 

c. 

d. 

e. 

f. 
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c. Usual duties 

d. Opportunities for advancement 

e. Advantages and disadvantages 

5 . Year Project (with use of occupational monograph) 

a. History of Occupation 

b. Physical, mental, and personal qualifications needed 

c. Lines of authority 

d. Departments and major duties 
e • Promotional advantages 

f. Wages 

g. Hours 

h* Benefits 
i. Future prospects 
J • Business ethics 

k. Advantages 

1 • Disadvantage s 

m. Hazards 

n. Summary of occupation 

6. Health and Safety 

a« keeping fit on the Job 
b« X)Osture, voice and manners 
c« avoiding bad loanners 

d. keeping our bodies safe 

e. good mental habits 

f. recreation 

g. first aid 

7 . Community Civics or Know-Your-City 

a. government 
b • taxation 

c. utilities 

d* transportation 
e« tourists attractions 

f . history of city 

g. commercial establishments 

h. zoning 

l. library 

J • civic improvements 

8. Social Development 

a« tests on social usuage 

b. attitiides toward change 
c • analyzing oneself 

d. the effect of outside interests upon success 
9« Saving and Investing 

a. saving - an important element of good management 

b. a long range plan of saving 

c. security of Investing 

d. evaluation of good Investments 
10. Credit and Money Management 

a. basic ways of giving security for a loan 
b« types of loan agencies 
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11 . 



12 . 



13 . 



lU. 



15 . 



l6. 



17 . 



18 . 



c. 

d. 



U • 



retail Bales done on credit eysteoi 
advantages and disadvantages of cfellt buying 
the effect of credit on the ' cost of couiuudltico 



Speech or Public and Impronqptu Speaking 

a. oral expression 

b . mannerisms 

c . voice 

d. thought expression 
Know your State 

a. History 

b . products 

c . Industries 

d. policies 

e . geographic location 

f . outstanding attractions 

g. agriculture 

h . hort Iculture 
Income Tax 

a. forms 

b. purpose 

c. how determined 

d. social security form and card 
Insurance 

a. life 



b. health and accident 

c . fire 

d. casualty 

e. theft 

Business letter writing 

a. application 

b . recommendation 

c . ordering goods 

d. adjustments 

e. advertising 
Classroom ethics 

a. conduct In room 

b. courtesy to others 

c. care of room and equipment 

d. class work 
Record Keeping 

a. filing personal and business records 

b. methods of filing 

c. records for school and social groups 

d. record keeping for dlubs 

e. sources of useful Information 



Banking 

a. money - an aid In business transactions 

b. banks aid In business transactions 

c. how to open a checking account 

d. how to write checks 

e. what to do with checks you receive 
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in 



£• using a checking account 
g« other money and banking services 

44 %#XI|U!C O UO 

a. formal functions 

b. Informal functions 

c. dating 

d. table etiquette 

ao. How to get and hold a Job 

a. the application 
b • the interview 

c. the personal data sheet 

d. proper dress 

e. attitude 

f. pride in work 

g. getting along with others 

h. honest days work 

i. upgrading 

unit outline 



CREDIT AND MONEY MANAGEMENT 



A. 






C. 



Buying on Credit 

1. When you buy on credit you pay in the future 

2. Methods of paying for credit purchases differ 
3« Nhy do customers buy on credit 

a. the customer may be sho 3 *t of ready caiih 

b. buying on credit is convenient 

c. credit customers may receive advance notice of sales 

d. credit customers may get better service than cash customers 

e. credit enables a person to establish a credit rating 
Nhat are the disadvantages of buying on credit 

a. cash prices may be lower than credit prices 

b. credit customers may be tempted to overbuy 

c. buying on credit may be a cause of worry 
Why do inercli8ui1#8 86U on credll# 

6. To whom will merchants allow credit 
7» How to apply for credit 
Paying for Credit Purchases 

1. Credit purchases are recorded on business forms 

2. Credit tickets show reductions to customer accotints 
3» A statement is a complete record of an account 

4. Use care in paying for credit purchases 
5* Evidence of payment is needed 

6. Receipts should Include necessary information 

7. Receipted bills. Invoices, and statements are used 
o. Receipt forms should be kept 

Borrowing in Order to Buy 
I'fc Why do people borrow money 

a. why do business men borrow money 

b. why do consumers borrow money 
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2« Where may loans be obtained 

3« A promiBBory note is usually given lor a luao 

4. A borrower may need to give security for a loan 

a. security may be in the form of property 

b. wages may be offered as security 
c» borrower may obtain an endorser 

The borrower must pay Interest on money borrowed 
6« How is the amount of Interest found 

a« rate of Inter est must be expressed in the form of a fracti on ^ 

b* Interest is charged for each dollar or part of a dollar# borrowed 
c« interest rate is based upon one year at a time 
7« How is interest found for less than one year 

a. interest is calculated by monthB 

b. Interest is calculated by days 
8. How iB the date of maturity found 

9« Discount is Interest taken in advance 
D* Buying on Installments 

!• What is installment buying 
2« What do consumers buy on the installment plan 
3. What are the costs of buying on installments 
4« How can the cost of buying on Installments be found 
The installment contract should be studied carefully 
Dm What are some disadvantages of installment buying 
What are the advantages of buying on installments. 



APFEMDIX C 



Constitution of the Cooperative Education Clubs of Florida 



ARTiOLS I 

Nfl 



TIm mmm ef ilito body dutll Im the Coopantlve 
B du crtl oii Quilt «f Florida. 

ARTICLE 11 
OblaclKct 

TIm oH> ri H^« » tUs l>ody thall bai 
1. To y i w oto Iht luowth and bolter undenland* 
faM of cooperallva vocational education In Iba 
anioolt Iba conununlly, and Iho alato. 



t« To fatlar Ibo best ponihio tplril of oooparallon 
between employer, trainee, tchool. and parenit. 

R. To encourage Iba undertaking of aomo woetby 
ac b ool or cMa protect by anon local dub dor* 
lug Ike year. 

4. To encourage local duba to bring amnloyer* 
em p loy fa groupt logelber annually Ilirnuidi 
am |doyer«empl<rt^ banqurlt and olber adiri* 
lira. 

f. To encourage local duba to direct ibdr effnria 
toward the develop m ent of Icodorahlp. aebdar* 
rblp, and vocational probdeney. 

R. To rnnrdlnala Ibe act I vU l ea of Ibo varloua loc'* 
duba In order that all aball ba alriving for a 



ARTICLE m 



IccHen 1. Anylocd dub may baeoma aMlaled 
wRh the atato organixaHou upon payment of date 
daaa lot eadi m e m be r . All atudcnla who have bean 
■ppi uv ed and aecopicd Inlo a coope ra t i ve program 
by 0 euer d lnater udm la eligible for mambeia b lp In 
the Coocdhiialottr Aaao^lfcm are dlflMe for 



leciloo f . Badi dub akdl ho fumlahad a diar* 
_jf upon Initial aHllation. TWa charter aball remain 
a B eelIvu aa long aa the dub maintniaa Ita aMliatlon 
the Cooperative Education Cluba of Florida. 

ARTICLB IV 
Eaecutivo Board 



Sadtfia 1. Tba atiidcM: body of tba Cooperallva 
Bduratinii Chabe of Florida aball be r en r ea ented by 
't atudenl Biecntiva Board compoaed of the dMrld 
aopicarntatlvaa. the Prea l den t . end two aecrelarica. 

Icdhm 1. (a> The oW c era abaR he a mcal dcaf. 
Baal, aemmd. third vtce-pre ri d e nt a . recording aecre* 
lacy, and cort ca pondliw arcretniy. All oMccra, ea* 
eapt aecrclariea. aball no elected at the atata con* 
ventlon frmn the dialrid rcpreacntalivca. 

fbl Tba accretarlea aball bo appointed from Iho 
mimlif iiblp of Ike coopemlivo butlncta education 
paugram a to the alale. 

fe) The recnrdlng aec r etary aball bn adected on 
an dpbabetlcal haria by n a me of M^oola oRering 

(4) The eem^twmdfn t c ■ rcfti f y he Hfi* 

polaiM Kv Hie ptc Hct rut on the frcottimcndiitioo of 
ceptwnetor eencrnicH wHIi Hie epprovel of ilio 
ihiirnl etreoHve Imoril. TMs frcfcte^ aliell conw 
horn ifce Kh eol neoml ilie prrsidnil t acimate m 
eovtffol iHioni a ere wHIiifi Ihr Mme errOa Hie ptrH* 
HhH AeH Me Mt emm imligiinita 

trcHon 3. In ilw rvmt of • voroncy In ilio 
pfOtJilrncyn ilie vlce-|ifr«iitenls In ncilrr tiMill me* 
need In iWit nUrri fuccmi k in to Hm ylce«Fge sidr it> 
citf AoN i oWow the fomr order. 

Secllon 4. WWn • dMrlct trpvMenlollvo k 
oicclod oa ytr al drnl, iW ftral oHeinole rrptrarolo* 
of ilM dHlrIct i if co iiir a Hie dMrlct tr p te a enlo* 
Hvo. FM ood a econd otfemiHea In ilio dialrict 
lopniiototHa ore elected at rodl dkiHcl meet I n n . 

facHoo 8. In Hit event of t voc t ner in Hie of* 
ioo of d la t r lct w i ne i entttiveg tlie Ural oMemoto 
AtH a occee d to tMa oflke. A voetnor eaialB wlien 
o ictaeamMhro movea not of Ma district or leovea 
fela pi o g f o nic In the ovent ilod llm reiwesenliiHvo la 
• atote oUcerg he atwll reltln Mt attle oMco Imt 

_ - na r-O- R.a_ 

BOnniO**rn Mw iiimi pli fimce. 

f retion 8* (a) Tlie letm of oMce for ell oWceta 
ond dKttIrt temeaenttlib'rs ifcoll lie ano year, lie* 
giiinint wNli the lmlalloflo>i ot the Stole Conven* 
Hnn nnd c ontl n olnt tHnmA tlio fotlowiiiK yetr*a 
Stole Convention. Tlie olPIcera and te|itesc*nliill%ef 
co iw wt t a nccecd ihemaelvra In oSIce. 



(Revised and Adopted April 8, 1001) 

, t aoHon To CandMaiea for oMaa nmal M 
M iiaia miviaof nis inieninni or fpd ma a y aor ot* 
8ea not ieaa than four weeka pAiv la the alala aan* 
van tl ao. 



AHTICLB V 

Qoa H i c a H a n of Dia lr i ct Bap matnlaH va 

Section la A dialrict reprcaenUtlva nmalt 
a# Ba a ittnlor mcm l ier in food alondinfn accord* 
Inf to Artido III. Section I* with tho i n tention 
of remalnlnf In tho profram Hia a econd year. 

b. Hava damonslroted leaArAip and aAolarAip 
qualhlea* 

o. Seam lettera of lecommendatlon from an ofl* 
elal of tho achoolp Hio omployarg and tha oo* 
ordinaior. 



SecHon 2. Ha mnaC aend to tho cootdi n ator of 
tho dlatrlct rapteaentativo hb leltoff of tecom 
mendation and Intention of canciidacy for ofSoOg 
and he mmt aend to the diiKi In Ma dfatrld a 
r e m m e of hla qnallcatkina at leaaC two waeha pHor 
to Hio dialrict meetlnc. 

ABTICLE VI 

Be ard of Gavotnora 



Sedlon I. A Board of Govomora ahatl woA 
doady with tho Student Eiecntlvo Board and tho 
Slato Advisor of tho coopnallva pio f r ama liy aa* 
alalliif on all matlcra of pdlcy* In condnetinf meet* 
Mfip in profra m ptannlnf, and in Hio admlnlatra* 
Hon of fanahieM atain* 

Sodlon 2. The Board of Cnvemort ahall ho 
com p oaed of tho oikrra of tho Coordinatora^ Af* 
aodatlon* 

Sedlon 3. Tha three (3) VIca-Prealdnila of the 
Cootdinatota* Aaaodollon ahall act aa cownadora for 
Iho proframa they rr p rvamt.' 

ABTICXE Vn 
DnCfea 

S ec tion 1. Tho Frealdent# or in Ma abeenoo tba 
Vka Firaldmtu aball prrsido at all meetinfa of the 
Cooperallva Rflncatlon Qiiha of Florida and at all 
maatinp of tba Stndrnl Execiitlvo Board. 

Seelloo 2r The Second Vlce*Prraldent Aall act 
aa FarHamcnlarlan and ahall advlac the prealdinf 
bsSerr on pvtnia m *nw Sn Order thai 

aft b na ln w Aall ha conducted properly. 

Sedlon 3. The Third VIoe-FrealdenI Aall act 
aa Serfeant-at-anna. 

Sedhm 4. Tho Brconllnf Secretary ahall ham 
a comnlrto and permanent record of tho proceed 
InfS of each meetina and shall furnish the president 
af each dnh a cogiy of the mlmitca of the State 
C^venllon Imalness mf*rtlnf. 

Section 5. The Corrrs|tondlnf Secretary Aall 
answer Incomlnf mall and he responsible for send* 
faif correspooflrncT as dlrrelid by tbe President of 
ibe Student Rxeattlve Boanl. She will be r ea pon» 
aMe for keepina on Ste a copy of all fneomlng and 
ootaolna eortr s pomleoce. 



ABTirf.E VIII 

Oranisatlen and OHcera af ASIIiaIrd ddM 

r _ _.l g ^ %r»t — * _4BIII.U.-B 

WU.U..UM..U w. • TT* 

dnbi aball be dected by tlie memlicra of the dtd». 

Section 2. The oraonliMtlon of tlie local aMI* 
ated dabs Aall be determined by Hs eonstftttHon 
and by-laws aa Iona m they flo not conSId In any 
way with ibe constltntlon and by-lewa of Hie Co- 
operative Fdncatkm CInba of Florida or with local 
a cb ool policy. 



ABTICtJt IX 
Meet bias 

Section I. Co) There shall ba meetbias M aaeh 
!atrlrt adiedtiled occordlna to Section 3A and Sec* 
lion 4 of Ibis article. 

(b) Tba State Con%*rntion shall be scbnluled aa 
near as possible to tbe Srst FAloy In May. 

Section 2. The state will be dlvltletl Into dis- 
tricts aa rerommemlrit by tbe Hoard of Covrmora 
ami oppros'efi by tbe Slat# Ad%lsor. 

Section 3. (a) Tbe dUtrfet mretlnm shall be 
aebeilitled by the state oibisor siili|cct to tbe ap- 
proval of tbe Ihierd of Covrrnors. 

(bl Slate Cotivrntlfm sile mil be recommended 
by tne Stiulrnt F.sernti%*e Boanl. 



Sodlon 4; Medinya of HA varhy ii yd^ Ad^^ 
M Min ai m ac c a acatniMBw wiigMS vmm waanw 
nalofi^ Flammig Canf araneo. 

tnH uu •. Tba S luJwil B itt uRui lust4 BmB 
■Ml ou gull by tot State Adrimr. 

t ae U uu t. Only itudenli hum gMutod 4Ubg 
■ny Ihu dlrt r l rt mw cttogi. 

fe VMjf KSCCVBIv 9 0 IMBQ VM 

now dialrid rapre a e n tallvea and alt ar Mtat» and 
dalagates may attend tha Stata C onvaa H ani 



AHTICLB X 



1. Alt ptopoa e d a men d maala la 

C ondi tn i i o n nmal ba anfamlltad in w r lHng la^Hia 

S»tC AirtC? fc* utlWuWtouRlgbgg all a|B|laied 

Hdrty days prior to tha sTm 



Sedlon 2. Tha propoaed amradmrnlf Aal ha 
votnd npon at tha ^te Convention. An adimativa 
vnia of two dhir d a mafo^ df Aa tpmlllad pataana 
In attendanea Aall conat l tnla approval om Aa 

g^^ .M.- -g UU U- - - 

nmwNnnnOTa wnni oecomn eneoiw 



BY-LAWS 

ARTICLB I 



Swttou 1< Each local dub ihaH 
uMlaia by paygmirt of alala duw m m 
tobar 18 of aach yaar. 



tccilou t. A foatar af alub 

can *haO ba aubmlltod to tta State A J ria m by 
Octabav If gf I 



SaaUoa 9. Tha aaio mrt of 4 um fw atobt alM- 
glad wRb Iba Coopat aH va E SuauHou Chrirt gf 1^ 
Ida ahaH ba datanutoed at ite State Camu al iaa 
yaar by Iba Bo a id of C aga n w aa umJm 
mendaHon it tha Stadaal BaaaulIvu BaatA 



■ eomm cu dg lt 

t cctlo u 4. Tha 
c uneal admol yaar. 



ahal hs «g 



ARTICLB n 



A tawium of twu tbbda af 
Sad to altcud Iba mcatlugt 
V of Iba By-Lawa ahaH ba 
acHou of ' 



Articia 
tor 



5«5 



ARTICLE m 
Valtog 



ElecHan of 

' ba aa preaerihed Iv ■ Stato Qub'Manual. 



ARTICLE nr 
Dirtricl Mcri tog a 

Secthm 1. AH membert of aMM^ daba ora 
dlglM to attend Ibdr i capc cU v e db t rict maeUnga. 



Sc ctlou i . 
bla abacnca. 
aiding oMccr 



SecHon 9. 
tog riian _ 

" ' ' to cooperation 



Thia Dhtfict . 
tha Fhfl ARcraatc. riwH ba 
at tba district mcriing* 



Tho 



proamm 

23^ ti 

on wMi 



at tba 



tha Ana S up c nrlaor. 



Secliou 4.' Each riiglMa member 
lowad to cast an hidividnal 
MceAig. 



fa al* 
Dialrid 



AHTICLB V 
Stale Canv e dlan 

Section 1. Hep^eaeiitdlon Aell ho pot eooril* 
natort 

20 atndenla or leas 2 AIrpdet 

21-35 stndents 3 Alefialea 

30 sHNlenta or over .. 4 A l e ga tc a 

Section 2. Only duly n othor i yed t i c l e i tdfa may 
votei however, anvone attmdbit the meet Inn may 
address tha asaemmy bi arrtbnlanre with tha Ham 
limits set np at the ONi%mtinn b>* tha Stndent 
Etraitbra Brnttl* 



O 

ERIC 
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MIR 



APfENDDC D 

DISTRIBUTIVE AND COOEBRATXVE EDUCATION PERSONNEL 



IRiomas D. Bailey, State Superintendent 
Board of Public Instruction 
State Department of Education 

Tallahassee, Florida 



Walter R. Williams, Jr., Director 
Vocational^ Technical, and Adult Education 
State Department of Education 
Room 222, W. V. Knott Building 
Tallahassee, Florida 



Rex C. Toothman, Supervisor 

Distributive, Cooperative and Business Education 

State Department of Education 

Room 21^, W. V. lOiott Building 

Tallahassee, Florida 



Jack P. He Clellan, Area I Supervisor 
Distributive and Cooperative Education 
State Department of Education 
Room 213, V* V. Knott Building 
TeiUahassee , Florida 



William P. Daneziburg, Area II Supervisor 
Distributive and Cooperative Education 
State Department of Education 
301 South Orlando Ave. 

Winter Park, Florida 



Josein R. Barkley, Consuliaut 
Business Education 
State Department of Education 
301 So*ith Orlando Ave. 

Winter Park, Florida 
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APFENDK £ 



Constitution and By-lavs 
Cooperative Education Association of Florida 

Article I 
Name 

The name of this body shall be the Cooperative Education Association of Florida 

Article II 
Objectives 



The objectives of this body shall be: 

1. To promote the growth and better imderstanding of cooperative vocational 
education in the school^ the conanunlty^ and the state. 

2. To foster the best possible spirit of cooperation between employer^ 
trainee^ school^ and parents. 

3 . To encourage the undertaking of some worthy school or civic project by 
each local club during the year. 

U. To encourage loccd clubs to bring employer ^employee groups together 
annually throuc^ employer -employee banquets and other activities. 

5* To encourage local cliibs to direct their efforts toward the development 
of leadership^ scholarship^ emd. vocational proficiency. 

6. To coordinate the activities of the various local clubs in order that all 
shall be striving for a common purpose. 

Article ill 



Section 1. 



Membership 

Any lxx:al club may become affiliated with the state organization upon 
payment of state dues for each menber. All students who have been 
approved and accepted into a cooperative program by a coordinator 
are eligible for membership. 



Section 2. 



Each club shall be furnished a charter upon initial affiliation, 
charter shall remain effective as long as the club maintains its 
affiliation with the Cooperative Education Association of Florida 



This 



Article IV 



Student Executive Board 



Section 1. 



The student body of the Cooperative Education Association of Florida 
shall be represented by a student Executive Board composed of the 
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Section 2» 



Section 3« 



Section 4. 



Section 3 * 



Section 6. 



Section 7* 



Section 1 



Section 



district representatives and the President# 

(«) The officers shall be a presiaent, first 

presidents, and a secretary nho stoU be bo» 
corresponding. AU officers ShaU be elated at the Btat 
Convention from the district representatives. 

In the event of a vacancy in the presidency, * 

In order shaU succeed to ms office; succession to the vice 

presidencies shall follow the sane order* 

Nben a district representative 1* wS^S^^'^dl^lct”* 

alternate representative of that 

representative. First and second alternates to toe dlstrl 
representative are elected at each district meeting* 

In toe event of a vacancy In the office of district wprcsentatlve, 
Se nrsHlte^te shaU succeed to ms office. Tto 
Utemate then becomes the first alternate. A vacancy ms ts ^ 
a representative moves o\it of his district or leaves h p ogr 

(a) The term of office for aU off leers and district reprew^^^ 
shall be one year, beginning with the InstoUatlon at 
Convention and continuing through the following year • 
Convention. The officers and representatives cannot succeed 

themselves In office. 

Candidates for office must send to the State Advisor theU totentton 
S^ndidacy for office not less then four week, prior to tte 
^tTconventlOn. Coordinators n^t make kn^ any exception and 
have such exception approved by the Association. 

Article V 



Qualification of District Representative 



A district representative must: 




Be a Junior metoer 
Section 1, with the 
second year. 



In good standing, according to Article III, 
Intention of remaining in the program the 



(b) Have demonstrated leadership and sbholarshlp qualities. 

(c) Secure letters of recommendation from an official of the school 
the employer, and the coordinator. 



He must send to the coordinator of the 

iS te must send to the clx*6 In hie district, ^ 

Advisor, a resume of his qualifications at least two weeks prior 

to the district meeting 
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Article VI 



Section !• 
Section 2 , 

Section 1. 
Section 2. 

Section 3* 



Section 1. 
Section 2. 

Section 1. 



Board of Governors 

A Board of Governors > consisting of foiir coordinators, one each from 
the four districts, shall vork closely with the Student Executive Board 
and the State Advisor of the cooperative programs by assisting all 
matters of policy. In conducting meetings, in program planning, and In 
the administration of business affairs. 

The Board of Governors shall be composed of the officers of the 
Coordinators' Association. 

Article VII 

Duties 

The President, or In his absence the Vice-President, shall preside 
at all meetings of the Cooperative Education Clubs of Florida 
and at all meetings of the Student Executive Board. 

nxe Second Vice-President shall act as .Parliamentarian and shall 
advise the presiding officer on points of parliamentary lav In order 
that all business shall be conducted properly. He shall also act 
as Sergeant -at-arms. 

The Secretary shall keep a complete and permanent record of the 
proceedings of each meeting and shall furnish the president of each 
club a copy of the minutes of the State Convention meeting. She shall 
answer Incoming mall and be responsible for sending correspondence as 
directed by the President of the Student Executive Board. She will be 
responsible for keeping on file a copy cf all Incoming and outgoing 
correspondence . 



Article VIII 

Organization and Officers of Affiliated Clubs 

l^e officers of the local affiliated clubs shall be elected by the 
members of the club. 

l^e organization of the local ai filiatsd clubs shall be determined by 
Its constitution and by-laws as long as they do not conflict In any way 
with the constitution and by-laws of the Cooperative Education Association 
of Florida or with local school policy. 

Article IX 

Meetings 

(a) There shall be meetings In each district scheduled according to 
Section 3A and Section 4 of this article. 



Section 2* 
Section 3'f 

Section 4. 

Section 
Section 6. 
Section 7* 

Section 1. 
Section 2. 



(b) The State Convention shall be scheduled as near as possible 
tc the first T**rid»y In April'* 

The state will be divided into districts as recommended by the 
Board of Governors and approved by the State Advisor. 

(a) The district meetings shall be scheduled by the state advisor 
subject to the approval of the Board of Governors. 

(b) The Board of Governors shall make a list of minimum requirements 
for a site for the State Convention and shall recommend same 

to State Advisor. 

Meetings of the various districts shall be held at places designated 
during the Coordinators* Planning Conference. 

The Student Executive Board shall meet on call by the State Advisor. 

Only students from affiliated clubs may attend the district meetinge 

Only Executive Board Members^ the new district representatives and 
alternates^ and delegates may attend the State Convention. 



Article X 
Amendments 

All proposed amendments to the Constitution must be submitted In 
writing to the State Advisor for distribution to all affiliated 
clubs thirty days prior to the State Convention. 

The proposed amendments shall be voted upon at the State Convention. 
An affirmative vote of two-thirds majority of the qualified persons 
In attendance shall constitute approval^ and the amendments shall 
become effective immediately. 
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By-Laws 
Article 1 

Affiliation and Dues 



Section !• Each local club must organize and affiliate by payment of state dues 
on or before Novesi>er 1^ of each year, In order to participate in the 
Association's business and/or activities. 

Section 2. A roster of club members and officers shall be submitted to the 
State Advisor by November 1^ of each year. 

Section 3* The amount of dues for clubs affiliated with the Cooperative 
Education Clubs of Florida shall be determined at the State 
Convention each year* by the Board of Gk)vernors upon the recom- 
mendation of the Student Executive Board. 



Section 4. The membership year shall be the current school year. 



Article II 



Quorum 

A quorum of tvo-thlrds of those persons qualified to attend the meetings under 
Articles IV and V of the By-Laws shall be present for the transaction of 
business. 



Article III 
Voting 

Election of officers and district representatives shall be as prescribed by a 

State Club Manual. 

Article IV 
District Meetings 

Section 1. All menbers of affiliated clubs are eligible to attend their 
respective district meetings. 

Section 2. The District Representative, or In his absence, the First Alternate, 
shall be the presiding officer at the district meeting. In the 
First Alternate's absence, a representative of the host club may 
be used. 

Section 3« program at each district meeting shall be planned by the 

coordinators of the district in cooperation with the Area Supervisor. 

Section 4. Each eligible member present Is allowed to cast an Individual vote 
at the District Meeting. 
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Article V 



State Convention 



Section 1 . Mepresentatlon shall be per coordinator: 

20 Btudente or less • • • 4 delegates 
21-3^ studenlis • • • 5 delegates 
36 students or over • • • 6 delegates 



Section 2. Only duly authorized delegates may vote; however^ anyone 
attending the meeting may address the assembly in 
accordance with the time limits set up at the Convention 
by the Student Executive Board. 
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APFEH^IX F 



ABBA DIVISION IN COOBBBATIVE EDUCATION 

Counties comprising area one Counties comprising area two 

Distributive and Cooperative Education Distributive and Cooperative Education 



Jack P. McClellan 


William P* Danenb\irg 


Area I Supervisor 


Area II Supervisor 


COUNTIES 


COUNTIES 


Alachua 


Brevard 


Baker 


Broward 


Bay 


Charlotte 


Bradford 


Collier 


Calhoun 


Dade 


Citrus 


DeSoto 


Clay 


Flagler 


Coluinbla 


Glades 


Dixie 


Hardee 


Duval 


Hendry 


Escambia 


Highlands 


Franklin 


Indian River 


Gadsden 


lake 


Gilchrist 


Lee 


Gulf 


Manatee 


Hamilton 


Martin 


Hernando 


Monroe 


Hillsborough 


Okeechobee 


Holmes 


Orange 


Jackson 


Osceola 


Jefferson 


Palm Beach 


Lafayette 


Polk 


Leon 


St. Lucie 


Levy 


Sarasota 


Liberty 


Seminole 


Madison 


Volusia 


Marlon 




Nassau 




Okaloosa 




Pasco 




n n 

A XUCXJ.O& 




Putnam 




St. Johns 




Santa Hosa 




Sumter 




Suwannee 




Taylor 




Union 




Wakulla 




Walton 




Washington 
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APPENPIX G 




VNOMAt D. BAIUT 
•uraitN ;mocnt 



STATE OP FLORIDA 
DEPARTMENT OF EDUCATION 

TALLAH ASSKB 

August 25> 19 ^ 





Distributive, Cooperative, and Business Education 
POLICY MHIORANDUN NO. 4 

je<.eral Related Study for Cooperative Education Rfograws 



1. It is felt that the program of General Related Study for eobperatlve education 
students in diversified anc iistributive programs as now being offered does not 
gustily the present two-year requirement for a student enrolled in these pro- 
grams for n'two-year period. In the second year of general related study^ we 
are offering the second-year student in many instances a repetition of the 
first-year course. 

General Related Study should not be concerned with areas of study offered in 
other phases of the general curriculum. It is felt that the second-year student 
should h’ the advantage of taking one additional subject which is impossible 
under tk present system. 

2. It is recommended, therefore, that necessary steps be taken to effect this 
school year a policy as follows: 

"All diversified and distributive education students enroUed for 
the second year may be scheduled for one period only in the 
cooperative program. This i>eriod will be the specific related 
period of study that is directly pertinent to his on-the-Job "drain- 
ing. This schedule will allow the student to schedule one additional 
subject during his senior year an*' '^11 reduce the credit allowed for 
cooperative education from three to two hours of credit." 

Ihis change will not alter the present schedule of the one-year student where 
two hours of related study will still be required. It also will not affect 
the present operation of cooperative business education programs. 

It is recognized that a sli^tly hlc^er enrollment might be necessary to meet 
minimum average daily attendance requirements if several second-year students 
are enrolled. 



er|c 






109 









APIliNDlX H 




ttaOMM O. BaiLCV 
MIWnNTBNOCNT 



STATE OF FLORIDA 
DEPARTMENT OF EDUCATION 

TALLAHASSEE 



February 1 , 1961 



TO: County Superintendents; County Directors of Vocational 

and Adult Education; County Coordinators of Distributive 
and Cooperative Education; Teacher-Coordinators of 
RislnesSf Distributive, and Diversified Cooperative 
Training Prograns; and Principals of High Schools 

FROM: Rex C» Toothnan, State Supervisor 

Distributive, Cooperative, and Business Education 

SUBJECT: Reconnended Policy for Student Placement in Schools 

Operating Multiple Programs In Cooperative Education 
Beginning School Year 1961-62 



If specialized programs (Distributive Education and Cooperative Business 
Education) are operated In addition to Diversified Cooperative Training 
vlthln a school, the follovlng policies are recomnended: 

1 * If Distributive Education Is operating as a special unit, all 
students training in distributive occupations should be enrolled 
In the distributive eduea-tinn pmgywm. 

2 . If Cooperative Business Education Is operating as a special unit, 
all students training in office occupations should be enrolled 
In cooperative business education who ceui meet entrance 
requirements for that program. 

Distributive occupations eure defined as those occupational pursuits 
followed by i>ersons engaged primarily In marketing or merchandi sing 
goods or services. Such occupations may be found In various business 
establishments and are not necessarily limited to retailing, ^olesallng, 
■anufacturlng, storing, transporting, financing, and risk-bearing firms. 

Office occupations are defined as those occupational pursuits followed 
by persons engaged primarily In secretarial, clerical, bookkeeping, or 
business machines activities or duties. 

These recommendations are made In order that the best Interests of the 
students might be served by training under the supervision of a 
coordinator idio Is specially prepared and certificated In the field 
of the student's occupational choice. 








THOMAS O. BAIUCY 
SUPSSINTCNr: MT 



APPENDIX I 

STATE OF FLORIDA 

DEPARTMENT OF EDUCATION 

TALLAHASSEE 

August 21, 1961 




Distributive, Cooperative, and Business Education 



POLICY MEMORANDUM NO. 6 

Xoj County Superintendents of Public Instruction, Local Dirac tors 

of Vocational Education Programs, Coordinators of High School 
Diversified Cooperative Training Programs, and Principals of 
their High Schools 

From: Rex C. Toothman, State Supervisor, Distributive, Cooperative, 

and Business Education 

Subjocti Form DCE 3 for Diversified Cooperative Training 



Over the past several years, we have had requests from coordinators ^ 
our diversified cooperative training programs to permit them to sched^e 
certain students in vocational classes within the school in place of the 
specific related study course, ror example, a student trai^ng in a 
secretarial capacity might need to be enrolled in a course In office 
practice or advanced typewriting. During this school year this 
will be permitted in our DCT programs under certain controlled conditions. 

Form DCE 3 has been prepared to be used for this purpose, a co|^ of which 
is attached. As you will note, this form should be comply ^ 
coordinator and approved by the principal before it is submitted to 

Area Supervisor for approval. 

The time spent by the DCT student in vocation^ 

school personnel viill not contribute to the ADA earned by tte ^ 

Coordinator for the special vocational unit. This me^ 

enrollment in the DCT program might bo required to maintain the minimum 

ADA of the program as computed on Form DCE 2. 

Additional copies of the form are enclosed for coordinates who did 
attend the Winter Park planning conference where this natter was presented. 

'■•nclosure 
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Septenber^ I962 



APPENDIX J 



COEE 

IX 30 

6 X 01 

4 X 99 

5 X 33 
1 X 32 

1 X 20 

6 X 02 

6 X 03 

0 X 50 

7 X 60 

2 X 42 
2 X 40 

4 X 02 
2 X 32 
5X 89 

2 X 22 

1 X 01 
1 X 02 

5 X 24 

0 X 74 

4 X 32 

5 X 22 

1 X 01 

5X 36 

1 X 03 

2 X 06 
4 X 51 
5X 57 
1 X 30 
1 X 49 
1 X 16 

1 X 09 
IX 17 

1 X 06 
1 X 04 

1 X 05 
1 X 07 

1 X 08 
1 X 26 
IX 10 

IX 34 
1 X 70' 
IX 96 
1 X 34 
IX 38 
IX 35 

1 X 11 
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J(B CLASSIFICATION COSES 
COOPERATIVE EDIJCATION PROGRAMS 

JOB CLASSIFICATION (Alph^etlcal listing) 

Abstract Clerks 
Alds^ Nurses 

Armature^ Coll and Magneto Winders 

Asbestos and Insulation Workers 

Assistants and Attendants^ Dentists and Physicians 

Assistants and Attendants^ Library 

Assistants and Attendants, Nursery 

Assistants and Attendants, Veterinarians 

Assistants 8uid Technicians, Laboratory 

Attendant, Filling Station and Peorklng lot 

Attendants, Hospitals and Other Institutions, n.e.c. 

Attendants, Recreation and Amusement, n.e.c* 

Bakery Products Occupations, Production 
Barbers, Beauticians and Ma^curlsts 
Batteryman 

Bellmen and Related Occupations 

Bookkeepers and Cashiers, Except Bank Cashiers 

Bookkeeping Machine Operator 

Brick and Stone Masons, Tile Setters 

Buyers and Department Heads, Retail Stores 

Cab inelmiaker s 
Carpenters 

Cashiers, Except Bank Cashiers, and Bookkeepers 
Chauffeiurs and Drivers, Bus, Taxi, Truck and Tractor 
Checkers 

Child Care, Including Maids, General 

Chemical, Plastics, and Synthetic Materials Processing Occiflpations 
Cleaning Occupations, Apparel and Other Articles 
Clerks, Abstract 

Clerks and Kindred Occvipatlons, n. a. c. 

Clerks, Correspondence 
Clerks, Credit 
Clerks, File 

Clerks, Financial Institutions, n.e.c* 

Clerks, General 
Clerks, General Office 
Clerks, Hotel, n.e.c. 

Clerks, Insurance, n.e.c. 

Clerks, Payroll 

Clerks, Printing and Publishing 
Clerks, Receiving 
Clerks, Sales 

Clerks, Sales, Dry Cleaning and Laun<^xy 

Clerks, Shipping 

Clerks, Stock 

Clerks, Technical, n.e.c. 

Clerks, Transportation 

(n.e.c. - not elsevhere classified) 



□ 
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U X 99 Coll, Armature and Magneto Winders 

4 X 44 Compositors and Typesetters 

5 X 26 Concrete and Cement Finishers 

4 X 05 Confections Production Occupations 

5 X 23 Construction Machinery Operators, n.e.c. 

5 X 32 Construction Occupations, n.e.’. 

2 X 05 Cooks, Domestic 

2 X 26 Cooks, Except Private Family 

4 X 38 Cooperage Occupations 

4 X 80 Coopersmiths , Tinsmiths, and Sheet Metal Workers 

1 X 16 Correspondence Clerks 

1 X 09 Credit Clerks 

4 X 06 Dairy Products Production, non farm 

0 X 43 Decorators and Window Dressers 

1 X 32 Dentists and Physicians Assistants and Attendants 
0 X 74 Department Heads and Buyers, Retail Stores 

0 X 48 Draftsmen 

4X2^ Dressmakers and Seamstresses 

5 X 36 Drivers and Chauffeurs, Bus, Taxi, Truck, and Tractor 

4 X 97 Electricians 

6 X 11 Electronics, n.e.c. 

0 X 69 Embalmers and Undertakers 

1 X 23 Errand Boys, Office Boys and Girls, and Messengers 

1 X 44 Express, Ticket, and Station Agents, Transportation 

3 X 10 Fabricated Plastics Products Manuf ac tur ing Occupations 

1 X 17 File Clerks 

7 X 60 Filling Station and Parking Lot Attendants 

I X 06 Financial Institution Clerks, n.e.c* 

4 X 39 Finished Lumber Products Manufacturing Occupations, Miscellaneous 

3 X 87 Fishermen and Oystermen 

3 X 89 Fishing Occupations, n.e.c. 

3 X 38 Flower Growers and Nursery Operators 

4 X 10 Food Products Production, Occupations in. Miscellaneous 

3 X 30 Fruit and Vegetable Graders and Packers 

6 X 79 Fumigators 

4 X 36 Furniture Manufacturing Occupations, n.e.c. 

2X2^ Hostesses, Housekeepers, and Stewards 

1 X 07 Hotel Clerks, n.e.c. 

2 X 03 Housekeepers, Private Family 

2 X 25 Housekeepers, Hostesses, and Stewards 

2 X 24 Housemen and Maids, Hotels and Restaurants 
2 X 04 Housemen and Yardmen 

5 X 33 Insulation and Asbestos Workers 

1 X 08 Insurance Clerks, n.e.c. 

1 X ^7 Insurance Salesmen 

2 X 84 Janitors 

2 X 29 Kitchen Workers in Hotels, Restaurants, n.e.c. 
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0 X ^ Laboratory Technicians and Assistants 
3 X 39 Laborers^ landscaping and Nursery 

7X8$ laborers^ Washers > Greasers^ Transportation and Equlpnent 

3 X 39 landscaping and Nursery laborers 

$ X $7 laundering Occupations^ Apparel and other Ai^icles 

1 X 20 Library Assistants and Attendants 

4 X U6 Lithographers 

4 X 7d Machine Shop and Related Occupations^ n.e«c. 

4 X 79 Machinists 

4 X ^ Magento, Coil, and Armature Winders 

2 X 24 Maids a^ Housemen, Hotels and Restaurants 

2 X 06 Maids, General, Including Child Care 

2 X 32 Manicurists, Barbers, and Beauticians 

9 X $8 Meatcutters, Except in Slauc^terlng and Packing Houses 
$ X 80 Mechanics and Repairmen, Airplane 

9 X 8l Mechanics and Repairmen, Motor Vehicle 

$ X 83 Mechanics and Repairmen, n.e.c. 

3 X 39 Mechanics, Farm 

0 X $2 Medical Service Occupations, n.e.c. 

1 X 23 Messengers, Errand Boys, and Office Boys and Girls 

9 X 89 MisceUaneoxis Occupations, n«e«c« 

9 X $6 Motion -Picture, Amusement, and Recreation Occupations, n«e«e« 

9 X $$ Motion-Picture Projectionists 

3 X 39 Nursery and landscaping Laborers 

3 X 3B Nursery Operators and Flower Growers 

6 X 01 Nurses Aids 

6 X 02 Nursery School Attendants and Assistants 

1 X 23 Office Boys and Girls, Messengers, and Errand Boys 
1 X 29 Office Machine Operators 

1 X 02 Operators, Bookkeeping Machine 

3 X 3d Operators, Nursery 

1X2$ Operators, Office Machines 

0 X 61 Operators, Radio and Television 

1 X 42 Operators, Telephone 

4 X 84 Ornamental and Structural-Metal Workers 

3 X 87 Oystexmen and Fishermen 

3 X 30 Packers and Graders, Fruit and Vegetables 

7 X 68 Packing, Filling, L^eling, Marking, Bottling, Washing, and 

Related Occupations, n.e.c* 

$ X 27 Painters, Construction and Maintenance 

5 X 16 Painters, Except Construction and Maintenance 

4 X 4l Paper and Pulp Manufacturing Occupations 

4 X 42 Paper Goods Mamxfacturing Occupations 

7 X 60 Parking Lot and Filling Station Attendants 

0 X $6 Riotographers 

$ X 86 Photographic Process Occupations 

1 X 32 Physicians and Dentists Assistants and Attendants 

$ X 29 Plasterers 

4 X $1 Plastics, Synthetic Materials, and Chemical Processing Occupatlone 

4 X 48 Plate Printers and Pressmen, Printing 

1 X 10 Prlncing and Publishing Clerks, n.e«c« 

4 X 49 Printing and Pidsllshing Occupations, n«e«c« 
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^ X 6l Piiblic Service Occupations^ n.e.c. 

0 X 91 Purchasing Agents and Buyers^ n.e*c* 

0 X 6X Radio and Television Operators 

5 X 82 Radio and Television Repairman 

1x3*^ Receiving and Shipping Clerks 

5 X 56 Recreation, Amusement, and hotlon-Picture Occupations, n*e*c<> 

5 X 80 Repairmen and Mechanics, Airplane 

3 X 81 Repairmen and Mechanics, Motor Vechlcle 

^ X 82 Repairmen, Radio and Television 

3 X 83 Repalmen and Mechanics, n.e.c. 

0 X 06 Reporters, Newspaper and Magazine 

7 X 35 Routemen 

1 X 83 Salesmen and Sales Agents, Except to Consumers (wholesaling) 

1 X 70 Sales Clerks 

1 X ^ Sales Clerks, Dry Cleaning and laundry 
1 X ^7 Salesmen, Insurance 
1 X 75 Salespersons 

4 X 23 Seamstresses and Dressmakers 

1 X 33 Secretaries 

4 X ^ Sheet Metal Workers, Coppersmiths and Tinsmiths 
1 X 34 Shipping and Receiving Clerks 

4 X 60 Shoe Repairmen 

6 X 96 Silk Screen Printer 

7 X 31 Slaters and Roofers 

4 X 09 Slaughtering and Meat Products Preparing Occupations 

1 X 44 Station, Express, and Ticket Agents, Transportation 
1 X 36 Statistical Clerks and Compilers 

3 X 30 Steam Fitters, Gas Fitters, and Plumbers 

1 X 37 Stenographers and Typists 

2 X 23 Stewards and Hostesses 

1 X 38 Stock Clerks 

3 X 24 Stone and Brick Masons and Tile Setters 

4 X 84 Structural and Ornamental Metal Workers 

4 X 31 Synthetic Materials, Plastics, and Chemical Processing Occupations 

4 X 26 Tailors and Tailoresses 

1 X 33 Technical Clerks, n.e.c. 

0 X 30 Technicians and Assistants, Laboratory 

0 X 66 Technicians, Except Laboratory 

1 X 42 Telephone Operators 

3 X 82 Television and Radio Repairmen 

3 X 24 Tile Setters, Stone and Brick Marions 

1 X 26 Timekeepers, Paymasteis, and Pay’ oil Clerks 

4 X 80 Tinsmiths, Coppersmiths, and Sheet Metal Workers 

6 X 89 Tire Recapping 

3 X 39 Trades and Services Occupations, n.e.c. 

1 X 11 Transportation Clerks, n.e.c. 

7 X 83 Transportation Equipment Laborers, Washers, and Greasers 

5 X 49 Transportation Occupations, n.e.c. 

4 X Typesetters and Compositors 

1 X 37 Typists and Stenographers 

0 X 63 Undertakers and Embalmers 

4 X 35 Upholsterers 
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3X 30 

6 X 03 

2X 27 
$ X 68 

7X 85 
Ux 71 

IX 83 
0 X 43 

UX 33 
2X OU 



IfOTB! 



Vegetable and Fruit Graders and Packers 
Vetemarlans Assistant and Attendant 

Waiters and Waitresses > Except Private Family 
Warehousing^ Storekeeping^ Handling^ loadingi Unloading and 
Belated Occupations 

Washers 9 Greasers^ and laborers > Transportation B<iuipiiient 
Watchmaters and Jevelers 
Wholesaling^ n«e«c* 

Window Dressers and Decorators 
Woodworking Occupations > General^ n«e«c« 

Yardmen and Housemen 



If you cannot find a suitable Job classification^ please 
attach a note of explanation giving complete Job description* 
The State office will fxnmish the code* 



APPENDIX K 



For Distributive, Cooperative , and Business Education 

Deporting Purposes 

COUNTY AND SCHOOL COTE NUHBEP8 



School Code No« 



AIACHUA - 01 

Gainesville High School 
Lincoln High School 



OOUO 

0155 



BAY COUNTY - 03 

Bay Hlc^ School 

BRAIFOPD COUNTY - 04 

Bradford Hi^ School 

BFEVARD COUNTY - 05 

Cocoa Hl^ School 
Melhourne* Hlg^ School 
Monroe High School 
Stone Hl^ School 
Titusville High School 

BRONARD COUNTY - 06 

Blanche Ely Hlg^ School 
Dillard High School 
Fort Lauderdale High 
McArthur Hlg^ School 
Pompano Beach High School 
South Broward High School 
Stranahan Hl^ih School 

CAIHOUN COUNTY - 0? 

Blountstovn High School 

COLUMBIA COUNTY - 12 

Columbia High School 

DATE COUNTY - 13 

Carver High School 

Hialeah High School 

Mays Hl^ School 

Miami Edison Senior High School 

Miami Jackson Senior High School 



ERJC 



HiiafiMii iiiinr-rfT-''' 






0035 



0020 



0010 

0030 

OOUO 

0050 

0060 



0036 

0020 

0040 

0050 

0060 

0070 

0080 



0030 



0030 



0010 

0030 

0040 

0070 

0080 
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Dade Coiuity Cont. 



Miami Norland Hl^ School OO 9 O 

Miami Senior High OICX) 

North Dade Hl^ School 0110 

North Miami Senior High School 01^ 

Northwestern High School 
Southwest Miami Senior Hl^ School 

Booker T. Washington Higti School OW 



DUVAL COUNTO - I6 



Douglas Anderson Hlc^ School 
duPont High School 
Englewood Hl^ School 
Fletcher Hl£^ School 
Forest High School 
Gilbert Hl^ School 
Jackson Hlg^ School 
landon Hlg^ School 
Lee High School 
New Stanton Hlc^ School 
Northwestern Hlg^ School 
Parker High School 
Paxon Hlg^ School 
Rlbault Hlc^ School 



0107 

0066 

0090 

0063 

0207 

OIU 6 

0035 

0031 

0033 

0153 

0155 

0086 

0075 

00 ^ 



ESCAMBIA COUNTI - 17 



Escambia Hl^ School 04U 
Pensacola Hig^i School 0020 
Technical High School OU 18 
Washington High School 0h30 



HAHEEE COUNTY - 23 

Hardee County Hlcpi School OO 3 O 

HERNANDO COUNTY - 27 

Hernando High School 0020 



HILLSBOROUGH COUNTY - 29 



Blake High School 0070 
Chamberlain High School 0033 
Hillsborough Hl^ School 0020 
Jefferson High School 0040 
King Hlepi School 0025 
Plant High School OO 30 
Robihson High School 004l 
Plant City Hl^ School 0490 



INDIAN PJYER COUNTY -31 

Vero Beach Hl^ School 0023 



LAKE COUMK - 35 



Eustls High School 


oo8o 


Leesburg Hlepi School 


0150 


i£E comm: - 36 


Dunbar High School 


0170 


Ft* Myers High School 


0020 


lEON COUNTS -37 


Leon Hlc^ School 


0055 


Lincoln School 


0135 


MANA!IEE COUNTY - 4l 


Lincoln Memorial Hl^pi School 


0215 


Manatee High School 


0040 


Pa^jnetto Hl£^ School 


0060 


Southeast High School 


0135 


HARioH coumnr - ua 


Howard' Hlcpi School 


0260 


Ocala Hlc^ School 


0095 


MARTIN COUNTY - 43 


Martin County High School 


0050 


MONRCE COUNTY - 44 


Coral Shores High School 


0070 


Key West High School 


0020 


Marathon Hlch School 


0060 


OKALOOSA COUNTY -46 


Choctawhatchee High School 


OlfiO 


Crestvlev High School 


0050 


ORANCaS COUNTY - 48 


Apopka High School 


0028 


Boone High School 


oou 


Colonial High School 


0066 


Edgevater High School 


0012 


Evans High School 


0067 


Jones High School 


0571 


Lakevlew Hlph School 


0035 


Oakrldge Hlgpi School 


00^ 


Winter Park High School 


0030 
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OSGEOXA COUMry .49 

Osceola High School 

PAIM BEACH COUNTy -50 

Belle Glade School 
Forest Hill High School 
lake Worth High School 
Pahokee High School 
Palm Beach High School 
Riviera Beach High School 
Roosevelt High School 

PASCO COUNPy - 51 

Pasco High School 
Zephyrhllls High School 

PIlffiUAS COUNTy - 52 

Clearwater High School 
Dixie Hollins High School 
Dunedin High Schqpl 
Gibbs High School 
lai^go High School 
northeast High School 
St. Petersburg High School 
Seminole High School 

POUC COUNTy • 53 

Auburndale High Schojl 
Bartow High School 
Fort Meade High School 
Haines City High School 
Jewett Hl^ School 
Kathleen Senior High School 
lakeland Senior High School 
lake Wales High School 
Mulberry High School 
Rochelle High School 
Vinter Haven High School 

PWENAM COUNTy - 54 

Palatka High School 

ST. .JOHNS COUNTy - 55 

St. Augustine High School 



0020 



0095 

0155 

0209 

OUO 

0030 

0149 

0400 



0060 

0029 



0071 

0303 

0108 




0264 

0378 

0392 



0230 

0260 

0200 

0320 

0420 

0300 

0090 

03^ 

0260 

0389 

0189 



0020 



0060 












er|g 



ST. LUCIE OOUNTI - 56 




Lincoln Park Academy 


0100 


Dan McCarty Hi^ School 


0030 


SANTA D 06 A COUNTI - 57 




Milton Hi(^ School 


0020 


SARASOTA OOUNTI - 56 




Rivervlew Hi^ School 


0075 


Sarasota Hic^ School 


0060 


Venice Hi^ School 


0105 


SEMiNoiE comrry - 59 




L^mian High School 


0075 


Seminole Hig^ School 


0035 


SUMTER COUNTY - 60 




Wildvood Hi^ School 


0060 


SUHANNEE COUmY - 6l 




Live Oak His^ School 


0020 


TAHOR COUNTY - 62 




Taylor County High School 


0020 


VOLUBIA OOUNIY - 64 




CamEibell Street High School 


0390 


Euclid Hl^ School 


0430 


Mainland Hl^ School 


OC ‘50 


Deland Hl^ School 


OlHO 


New Smyrna Beach Hl£^ School 


0100 


Seabreeze Hlc^ School 


0270 


WALTON COUNTY - 66 




Walton County High School 


0300 
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